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Preface 


This is the first instruction book on Teeline Fast-writing. It follows a 32-page handbook 
published on 15 July 1968. The handbook was an introduction to a new, untried method 
of fast writing facing its ‘laboratory tests’. The present book is an instruction book based 
on the results of those tests, on the authors’ experience in teaching Teeline, on observation 
of its effects on students of varying types, and on the experience and reactions of Teeline 
learners who have become practical writers. 


The first experimental classes in Teeline were short courses intended for people who 
wished to increase their ordinary writing speed for personal use and did not care to spend 
the many hours necessary to learn one of the traditional shorthand systems which would 
be far too elaborate for their limited needs. lt was found, however, that the simple instruc- 
tion of Basic Teeline formed a base from which rapid progress to reporting speeds was 
possible. 


Teeline has been demonstrated at two hundred words per minute, but it is still new, and 
there can be little doubt that even higher speeds are possible. 


As Teeline is a method of modifying ordinary writing rather than memorising, increasing 
speed comes as skill in applying the method increases. Thus the method by means of which 
words and sentences are written with half the effort of ordinary writing may be applied 
more intensively to reduce the work still more. The need to memorise long lists of arbitrary 
short forms does not exist in Teeline: the most advanced forms for words or phrases are 
simply logical developments from the most elementary Teeline outlines. The Teeline 
writer may halt his contracting process at any stage adequate for his purpose. 


Mental and physical skills are combined in fast writing, therefore thorough practice is 
needed at every stage. This instruction book provides exercises at appropriate intervals to 
assist digestion of knowledge and consolidate skill along the way. Although the total time 
and effort needed for Teeline is only a fraction of that required to learn an ordinary short- 
hand system, the effort put into learning and practice should be not less thorough. 


lt is the authors’ hope that the users of this book may not only reach their high-speed 
goal, but may also find enjoyment along the way to it. 


James Hill 
I. C. Hill 
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1 
Introducing Teeline 


Teeline is a new way of using an old skill - the skill of writing. Handwriting is a complicated 
matter which receives our attention in varying degrees from the age of about five. In our 
later school days we begin to take our manual skill for granted; unless we are unsure of our 
spelling, our writing becomes as natural a means of expressing our thoughts and feelings 

as our speech. The great difference is, of course, that we cannot write words as quickly or 
as fluently as we speak them; the hand appears to be slower than the tongue. Appears to be, 
but is not really, because the movements are not strictly comparable. 


In speech, the tongue and voice are adapted to the needs of the moment, and, measured, 
the rate of speaking may be anything up to two hundred words per minute and in exceptional 
cases beyond that speed. 


The inability of the hand to keep up with speech or record thought quickly is largely 
due to the complexity of the movements required to represent words which come simply 
and quickly from voice and tongue. For instance, in English the simple combined sound of 
d and o is written d o ugh, and the simple sound of f is often represented by ph or gh. 


In seeking the ability to write fast, we are faced with two alternatives: we may learn a 
new written language which corresponds more nearly to spoken words, (phonographic) 
or we may adapt the written language we have already spent upwards of ten years 
learning. 


Until the advent of Teeline the first method has been more successfully used than the 
second because of the difficulties of shortening written words sufficiently for speed 
whilst retaining their significance. 


Teeline removes these difficulties. Words written in Teeline do not need to be translated 
back into longhand as phonographic shorthand does. They simply require to be expanded 
or reconstituted, as a pure concentrated extract or essence is diluted back to its natural 
consistency. The how and why of this process will be found in this book. As unwanted 
water is driven off in distillation, so the superfluous parts of words are discarded, then 
the unwanted parts of letters and joining strokes. At this stage, two to three times the 
normal rate of writing becomes practicable, but it must be realised that only the familiar, 
unhesitating use of the contracting principles can give speed. Teeline is a skill and like all 
skills must be practised. In operating a typewriter keyboard, a letter may be struck in a 
small fraction of a second, but no time is saved if the letter has to be sought. 


Why Teeline? 


Because the streamlined form of the letter t - one of the most common letters - is used 
as a basis for the contraction and blending of so many words and syllables in English. 
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BASIC TEELINE 


Teeline method may be summarised as follows: 


1. The omission of unnecessary letters from words. 

2. The elimination of unnecessary movements in forming handwritten characters. 
3. The blending of characters. 

4. 
5 
6 


The systematic use of common contractions. 


. The abbreviated representaticn of common speech patterns, sentence clichés, etc. 
. Contracted forms for numbers, fractions, etc. 


2 
Omission of unnecessary letters 


About two-fifths of the characters we ordinarily write are unnecessary. This means most 
of the vowels and unsounded consonants. 

When a word is part of a sentence or ‘in context’ it is generally easily recognised by its 
consonantal structure or ‘skeleton’. Therefore, except in special cases or when a vowel 
begins a word, vowels may safely be omitted. For example, the first part of the introduc- 
tion to this book is printed below, omitting all except initial vowels. 

Tin is a nw wy of usng an old skll - th skll of wrtng. Hndwrtng is a cmplctd mttr whch 
revs or attntn in vryng dgrs frm th ag of abt fv. In or ltr schl dys we bgn to tk or mnl 
skll fr grntd unlss w ar unsr of or spling or wrtng bems as ntrl a mns of exprssng or thghts 
and flings as or spch. 

In many words there are consonants too which are not really needed for recognition of 
the words, such as unsounded consonants. In Teeline these are omitted. Where doubled con- 
sonants occur one is omitted. In the following examples the consonants in brackets are 
unnecessary and should not be written. 
un(n)eces(s)ary c(h)aracter (w)rite al(l) bou(gh) (p)sa(l)m (k)now si(g)n dra(ch)m 
ni(gh)t (p)neumatic g(h)ost (b)del(l)ium c(h)lorine c(h)rysalis c(h)ronicle c(h)ristian 
(m)nemonic lam(b) plum(b) clim(b) (ph)thises fil(Ding fun(m)y tel(l) wrap(p)ing 
can(n)ot rib(b)ed sud(d)en stif(f)en rig(g)ing ri(d)ge bu(d)ge fe(t)ch ca(t)ch 

The combinations ph and gh are sometimes read and sounded as f. When such words 
are written in Teeline, the f character is used. In the following examples all unnecessary 
consonants and vowels are omitted. 

enf=enough rf=rough fn=phone afs=aphis cf=cough frs= phrase 

flnx = phalanx fsnt = pheasant If = laugh 


EXERCISE 2A 


Copy the exercise omitting the letters indicated by dots, then re-write in full from your 
own copy. 


Please keep in mind that the manufacture of a final dye often involves the 
production of numerous intermediate products. For instance, in the case of a certain 
blue dye required by the Admiralty, we had to manufacture no fewer than six such 
intermediate materials, none of which were being manufactured in this industry a 
few years ago. By concentrating our efforts in certain directions we were able to 
ensure a supply with the result that our Admiralty contractors were never delayed 
in their work. We are now the sole suppliers of fast blue aniline dye to the 
Admiralty and our works are now practically self-contained in that we now produce 
all the complicated intermediate products required for our final dye manufacture. 
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BASIC TEELINE 
EXERCISE 2B 


Write the following, inserting the omitted letters to complete the words. 


I mov- th- s-c-nd r—d-ng o- th- L-c-l G-v-rnm-nt B-l. Th- pr-s-nt p-t—-rn o- lc-l 
g-v-rnm-nt h-s b—n i- ex-st-nc- f-r m-r- th-n s-v-nty y-rs and th- l-st tw-nty y-rs h-v- 

s-n r-p-d ch-ng-s i- th- r-sp-ns-b-I-t--s o- |-c-] a-th-r-t—s. C--nc-ls h-v- c-p-d w-l- w-th 
m-s—v- t-sks f-r wh-ch th-y w-r- n-t d-s—n-d, b-t th-r- is a l-m-t t- wh-t c-n r-s-n-bly 

b- exp-ct-d. I- is i- th- b-st int-r-sts o- I-c-l g-v-rnm-nt and th- p--pl- i- s-rv-s th-t th-y 
sh-—-d c-ns-d-r afr-sh w-t f-rm o- g-v-rnm-nt w—d be b-st s-t-d f-r m-d-rn c-nd-t—ns. 

Th-t is why th- g-v-rnm-nt h-s s-t up a r-y-l c-m-s—n w-—ch w-l r-v—w th- b-s-c str-ct-r- 
and f-nct—ns o- I-c-l g-v-rnm-nt as s—n a- p-s~bl-. 


EXERCISE 2C 


Write out the following extract from a speech in full. 


Thnk y, Ld Wright, fr yr knd wlem. I am sncrly tchd by yr wds and b th mnr 
i wch they hv bn rcvd b th cmpny hr ths evnng. And nw, fr m prt, i cngtlt th Trds 
Unn Cngrs o rchng its on hndrdth anvrsry. Lkng rd ths dstngshd asmbly, mtng i ths 
hstrc Gldhl, i is hrd to blv tht a on tm i ws a crm t bing t a trd unn. Wy ws ths? 
Th Cmbntn Acts, a srs o lws dtng frm th mdl ags t th bgnng o th nntnth cntry, 
hd frwnd upn any cmbnd atmpt t intrfr wth th sply or rgltn o lor bes ths ws a 
fnetn ivstd i the Jstcs o th Pc snc Elzbthn ds. Th Mgstrts hd t dcd wt wgs shd b 
pd and i ws cnsdrd imprpr fr any bdy or cmbntn o prsns t try t brng prsr t br o 
thm i th exrcs o thr dty. 


EXERCISE 2D 


Write out the following, using only the essential letters, then write or read it back from 
your abbreviated notes. 


The Private Secretary 


The job of private secretary to a business executive is one of the most important and 
probably the most discussed in a business office. Just what do business men prize so 
highly in their secretaries? 

The ability to take notes and reproduce them accurately seems to be taken as a matter 
of course. Most secretaries begin by being shorthand/typists, but the secretary must have 
other qualities besides office skills. The secretary often knows as much about her boss’s 
business as he does himself. She does not discuss it outside his office: she is discreet and 
loyal. She is tactful and never intrudes, but when she is needed she is there. 

The good secretary does not obviously correct her boss, but she does retrieve his errors 
when she can, without fuss. 

For success as a secretary these things are just a beginning. 
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3 
The Teeline Alphabet 


The elimination of unnecessary letters reduces the total amount of writing by about two- 
fifths. The next step is the reduction of movement required in forming the remaining 
letters. In most cases this means omitting that part of a letter which is not strictly neces- 
sary for its recognition. In a few cases writing speed is increased by the method of making 
the necessary movement. 
The Teeline alphabet is set out below. The derivations and explanations for each letter 
should be carefully studied and the movements practised. 
Note: Ruled paper is not essential for Teeline writing, but its use is recommended as it 
helps to show the position of strokes relative to each other. 


Alphabetic Teeline 
Character Character Writing method 


A haensees ) en The Teeline a is derived from the Roman A. Where the full..%.. 


B no) sesesees This is written downwards, with one continuous stroke, a well- 
defined curve and a bold circle. 


On on The ordinary form of c is written with one movement. It may also 
be used for the combination ck. 


Do desaees re] seeeeeans The full form of d is written, like b, with a downward movement 
or and a large circle. This form is used to begin a word. The short 
sreteeeecceascesrersces dash for d is used in the middle or at the end of a word and is 
written below the level of the writing line. 


FE aassaseene oe The full Teeline form of e .*...derives from the Roman E. Where 
the full form is not necessary or convenient it may be indicated 


F (ph gh) ............ ly sesuee The ordinary handwritten form of f is contracted to a single 
narrow loop which may be written upward or downward, as con- 
venient. 

Note: ph and gh when sounded as f are represented in the same 
way. 


Alphabetic Teeline 
Character Character 


G (dg) wa. yi sesevene: 


M meseseoeee MOV ceveee 
N ohiccesesees 1... 
© ee v...Q.... 


BASIC TEELINE 


Writing method 


The ordinary handwritten form of g ( gy? is contracted, and 


written downward, through the line. The loop must be omitted. 
Note: ‘) = dg, as in ‘edge’. 


Only the downstroke is written and this rests on the line. 


This must be sloped and acutely angled so that it cannot be 
mistaken for v. Where the full i is not convenient or necessary, 
it may be indicated by its first stroke which is generally written 
downward. 


Written as a single downstroke, through the line, without loop 
or dot. 


The straight downstroke is omitted, leaving only the angle. Like 
c this character may be used to represent the combination ck 


This is a single stroke, boldly curved. It is generally written down- 
ward but may be turned upwards for convenience or to avoid 
writing too far below the writing line. 


The initial hook and middle stem of the ordinary written m are 
omitted, leaving a single wide arch written from left to right with 
one stroke. 


The ordinary form of n is contracted to the hook or narrow arch. 
The arch must be kept narrow to distinguish from m. 


In a few special cases an ordinary full o is used: otherwise the 
indicator. This is the shallow curve at the base of O and should be 
kept small so as not to be confused with u or w. 


Like the letter h, this is contracted to a single downstroke, but 
while h rests on the writing line p cuts through it as does the 
ordinary letter p. 


As q and u are invariably written together, in Teeline the two are 
blended in one sign. Like p this is written through the writing line. 


the ordinary written r is contracted to a single upstroke, slanted 
and slightly elongated. 


The ordinary handwritten s is modified to become a circle written 
as small as convenience allows and in any desired direction. 
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Alphabetic Teeline 


Character 


SH 


TH 


CH 


WH 


Character 


sensseeseese Ww... 


cesses 7 


THE TEELINE ALPHABET 


Writing method 


This letter is formed by writing only the short horizontal cross- 
stroke. It is written in the position it normally occupies, i. e. a 
little above the writing line. 


A simple Roman u written with one stroke. This is like the narrow 
arch of n reversed and must be written so tiat it cannot be con- 
fused with w or the o indicator. Note that the indicator for u is 
like that for e. 


The upright, angular v, correctly angled so as not to be confused 
with i. 

As in the Teeline m, the middle stem is omitted, making w the 
reverse of m. 


The traditional cross form of x is used. This is also used for ‘ex’, 
as in ‘expect’, ‘express’ etc. 


The ordinary handwritten form of y is contracted by the omission 
of tail and loop. 


Rarely used. The handwritten form of z is reduced to the small 
first curve with a small circle inside it. It is used only at the begin- 
ning of words, the Teeline s being used for z in the middle or at 
the end of a word. 


EXTRA CHARACTERS 


As the letter S is represented in Teeline by a small circle, the 
Roman S is used to represent sh as in ‘fish’ ‘wash’ ‘show’ ‘she’. 


This is a combination of the tee cross stroke and the h stroke, 
forming a single character written in the position of the h stroke. 


The Teeline c and h are blended to form one character written 
in the position of the h stroke. 


Teeline w and h are combined and written in the h position. 


7 


BASIC TEELINE 
EXERCISE 3A 


Copy the following letter combinations and transcribe into ordinary handwriting. 


EEC SFEO P EOE CELE OEE... 
wegegegep waguhbe pp bb beh b.. 
LYPLERLEIG PILE 
6G G OE AKE bem Q 


MOM MM Doe Abe nM Wy. VON VE ec fee pedi pecs 
ep ea ese 


MAM __ V)..MYEM eee “G a SS) eh Bf SN coceeenes 


<a os DQ dern men @ ee x..0...C... ian ce 


sn Ae OY 4 tm _ bb Oc ede Necro 
aoe Mo Ave OR cece ee cscecsneeaeeaceecessseeesesissesseesnssusensanssieeneeseesessessucensesecseeenesiey 


Vowel indicators inserted, making easier joinings 


PSZGRP 224 _ ee 


Letters f and x blended with following or preceding letters 


THE TEELINE ALPHABET 
NOTES ON THE ALPHABET 


1. Letters t and d 

One of the most frequently occurring letters in written English is t. Because of this 
frequency it is essential that it should be represented clearly, easily and quickly, and should 
blend well with other characters. The development of fast writing from these basic points 
gives this system its name - Teeline. 

The letter d is closely related to t in sound and usage, and except when d begins a word, 


the same sign - a small dash - is used for either t or d. 
When a word begins with the letter d the full Teeline d is generally used, e.g. o& days, 


but .25.. aids, 2. does, but .#a.. odes. 


The t dash is normally written above the writing line and the d dash below the writing 
line, but it will be found that it is often safe to join either of these characters to the pre- 
ceding letter with a consequent increase in facility and speed. 


The following examples should be carefully studied: 
“fo post, _L.. had, hm... Wait, 7 ia speed, fr fat, 
LZ. food, .den.. nest, &.. but, cr. late, Ae, Said. 


The common combinations - t-d, d-d, and d-t are indicated by writing the second dash 
immediately above or below the first, e.g. 


~—. — 
AX batted, G,. coded, a= dated, .<cX=. mated, han righted, 
a 
(oa. raided, 4%. quoted, 1. ended, WU. ~. lighted, ..@.-. cadet, 
’ tf 


w=. waited, .2en. noted, .M... voted, nan stated, an... seeded. 


2. Letters 
The letter s is contracted to a small circle, easy to write and unmistakeable to read. From 


the reading point of view, the way in which it has been written is immaterial, but speed 
and facility in writing will be assisted by the following hints: 


1. When s follows a straight-stroke and is itself followed by a second straight-stroke 


a 


forming an angle, the circle is best written outside the angle CB dhe hanna ee 
2. When thes circle is joined to a curve it is best written with the same motion as the 
curve @.g. Oo).....02.....G......! G veseees 4 wa. 


3. When following. Q. or Orne small circle is generally written inside the larger 


one e.g. 6.9. 
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BASIC TEELINE 


The Letter x 
When a word begins with the sound ‘ex’ this may be indicated by using the x only, with- 


out the vowel, e.g. exclaim Ee expose ...X... explode . express Sip... 


y and i 
At the end of a word and, in a few cases, in the middle of a word the letter y has the 
same use as the vowel i. In such cases the y may be represented by the i indicator, e.g. 


ally Ce. wry ..<%.. many .CY™.. by .B.. ay .&... The combination ‘oy’ should, 


however, be represented by y only e.g. boy £. Roy.<™... royal..7.7.. tOY oe 


coy ..Qy... 


Special use of the ‘i’ Indicator 
The Teeline i.......written at the end of a word and disjoined is used to indicate the 


word-ending ‘-ing’, thus 7 a = paying, Ah... = thing Oy.= being Ou. = doing 
it 


ck: This combination has the hard sound of k and may be represented by either of the 


two Teeline characters -..G...or.S...whichever the writer prefers. To this extent (and... 


are interchangeable. 


cand s 
One of the difficulties in recording speech in writing is that the letter c is often sounded 
exactly the same as s. This occurs in such words as ‘peace’, ‘ace’, ‘nice’, ‘race’. 


To prevent hesitation in writing or in reading back, the soft c can be written with a small 


EXERCISE 3B 


Write the following words in Teeline, omitting all except initial vowels and non-essential 
consonants. 


about beef cod call dice dare 
abroad ball cough care day dear 
bob bar cake case deaf does 
back cab cock cat deep date 


fade 
fig 
fame 
folk 
fun 
foot 


THE TEELINE ALPHABET 


fuss hoax 
good his 
game home 
gone head 
gear joke 
goose jam 


NOW TRY SUPPLEMENTARY EXERCISES 1 AND 2 


keg 
lobe 
lean 
made 
man 
nose 


SINGLE CHARACTER ABBREVIATIONS 


soap 
Teeline 
vice 
web 
week 
well 


Cassell’s Dictionary of Abbreviations shows that each letter of the alphabet, standing 
alone, is used to represent many words of which that letter is the initial. For example, the 
letter ‘a’ is commonly used, in different contexts, to represent more than forty different 
words. Contraction to this extent is not necessary in Teeline writing, but where an initial 
letter is an obvious contraction in longhand it may be adopted with advantage in Teeline 
writing. A list of common single-letter abbreviations is given below, and many of these may 
be used in subsequent exercises. 


seve eenee L....... 


ay A seceetee 


ee areeiccneccenne 


- Con 


do, department 
electric, error 
female, feminine 
gentlemen 


he 


king 
letter, lady 
magistrate, morning 


north(ern) 


von denies page, population 


question, quantity 


railway 


southern 


united, upper, you 


very, volts, versus 


west(ern), woman 


accident 
your 
the 
chairman 
who 


shall 


BASIC TEELINE 


EXERCISE 3C 


Write the following sentences in longhand, copying the Teeline outlines below each 
sentence. 


specs le Syl cccssessssestessrseesestisisisstinnstistestsavatinnineeniretsesesee ee _ 
(3)... NG fp EEL Me Big AD Ch KG) On A 


O) a GAO ory OM. Aue AA 
(10)... ben Mifare eng Boies Mao Mem BE ce Tce 


ssa a ee ee 
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THE TEELINE ALPHABET 
FACILITY DRILL 
In exercise 3D and subsequent exercises the following words are used, some of which 


are contractions. All these words should be practised so that they can be written without 
the slightest hesitation. 


and... 4D. ATC ovens today a. have .....M...... has... Nau... 


his bo had ee her LZ which OK. that Bon. 


my ....¢>w..... myself ae. SO en, can f..... not... Vem... 


Teeline words may often be written more easily and quickly by joining them together, 
and the frequently occurring groups listed below will be found in the ensuing exercises. 
In this joining process, it is often an advantage to contract one or more of the words in the 


group. 


Care should be taken not to join together words which do not group naturally in 
speech or writing, and not to link too many words in one group, as this makes reading 
back more difficult. The groups listed below should be thoroughly practised. 


we have ... Ku... tothe... od a we will SC... it will nA vee 
weare __..... War... itis snonsate that the ...... q eves who has (is) le seven 
isnot... Um....... Iam cade... [have ..... av, — onthe 4 a 
withme 2... with the ce. wecan .....! ‘fi... not the tay ae 


of the “Ton. t. and the ....... D 
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BASIC TEELINE 


EXERCISE 3D 


Read, copy and transcribe the following sentences. 


(3)......8 MM AGA OM AG ALC a 


— 


We yg a yA ccscteeeseeseeseenes 


beccetnee SS 
9 eth Cok g Mes Koon 


(6) ee. 1... 6.0.44 PB. GP. oo fOorrrvves ne, ee See 
CTE} 7g aa: 


LG Daya Vb me Lo Db nL brs 


en 
(0) Cy. uUCoAN. GTOMK Gers 7 eee 


one a A 


(Note: A = Teeline) 


THE TEELINE ALPHABET 


EXERCISE 3E 
Put the following words into Teeline: 


busy shop parcel curry kitchen slipped 
office sold basket dinner roast quarry 
happy out dated already duck hurt 
garage Allan wrote cooked cabbage neck 
fetch well cake rice sago copy 
coffee bed thermos finish sweet book 
bar myself stop coat cheese Teeline 
new please snack faded biscuits study 
yellow call cocoa paid noon system 
ride cup excellent seaside girl fast 
lipstick pills wipe dyed noticed writing 
stock blue plates milk 


FACILITY DRILL FOR EXERCISE 3G 
The listed words and groups should be thoroughly practised before attempting the 
exercise. 


chairman _..... 7 bese firm wi...  expect(ed) ¥{x-) to have vee Meee 
information ...., } a February _.....! 6... delivery QQ... alphabet 

now sa... G4... Know ...... Wer NO = %..... has been . ne & j 
see Recess SAY teas Qe SO a Geo... said 


they WA vests what wn at “£} at the yo) 


Tam sure én... Lamsorry ...4o%.. special | aaa does not QO... 
noon, none -. cevenen nine sh sevetans half f ne accident x 


letyou —_ ...{fu.... have the oo . bees which you ew eeseee you will fone 


had been L 4} into. 4A... emor L.. init |... ; an 


Note: the position of what and at above the writing line, i-e. in the t position. This 
distinguishes them from would and a which are written on the writing line. 


EXERCISE 3F 
Put the following words into Teeline: 


fully quoted estate requested medicine limited 
useful wife following morning already tedious 
bring granted survived x-ray studying right 
board value goods causing vocabulary first 

24 words 


BASIC TEELINE 


EXERCISE 3G 
Read, transcribe and copy the following: 


(() ee FL. an J Ter ol Bi Mer L467 veces 
an nD hd 8 i 


sscssetsseseennsnsn COAL 


(4) ves [ten 2b bh Go Lins 3 OMe Os vee 


vtec a ie a YA BE oo 
(5) oeesccesee VS ee UR DMG 0G Pele. FUE seo 


coe ee! ~“G Mp he ANCA BLE. US so MB 
levceeeteeeteeees M Are DUNN GP Sp bees he TD. 


eetesteseaes WT fr MF ey Teme ft. Ce...9.19. TU. 


viscose: Dae. op po fol | ( be 
en a ae ee ee beceeees 


Note: The full stop may be written upwards for greater speed - 
NOW TRY SUPPLEMENTARY EXERCISE 3 
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4 
Blending of characters 


It has already been noted that the letter f can be blended with other letters instead of 
being simply joined to them. It will be seen from the examples given on page 8 that a 
blend of two consonants contains the essential characteristics of each so that both letters 
are recognisable in the one character. 

The principle of blending can be applied to several pairs of letters, forming syllables 
which can be easily, quickly, and legibly represented. The blends which follow should be 
carefully studied and practised. 


T AND D BLENDS 
lL.ttr 
The t stroke ( ™ ) and ther stroke ( ~~ ) are blended to give one horizontal stroke 
at least as long as the t and r strokes joined end to end. This blend will represent - tr, tar, 
ter, tir, tor, tur(e), etc. e.g. 


btr _&... ctr Go. dtr Onn. ftr for gtr > aaa htr AZ... 
jir > ae ltr Co. ntr 9... «6omtr .NT SS optr a qutr of 


rte Lown str ne ttt eeccceeee vir Wo... xtr wx... oytr UT. 


2.d¢+r 
The horizontal dash for d is blended with the r stroke, in the same way as the t 
dash, to represent dr, dar, der, dir, dor, etc. 
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BASIC TEELINE 


EXERCISE 4A 


Write the following words in Teeline: 


better bidder cater debtor future gutter 
cedar dodder fodder guider header plodder 
heater hotter jotter lighter later nature 
leader ponder moderate radar reader tutor 
Tudor voter extra sender finder wander 


Vocalisation of t and d and their blends 


To make reading easier, vowel indicators may be attached to t and d and their blends 
as follows: 


(= 
bat AN. batter Eo. bet mom ees better om bit M2... 
— — u- (Vee 
boat oO veoees boater ..Q2....... but @a seceneee butter me) vesevees 
3.ttn 
Teeline letters t .......and n -.2..are blended as shown-t+n=...... This blend forms 


syllables tan, ten, tin, ton, tun, tion, etc. 
bitten A. cotton .C.).. eaten wo. fatten fr. mutton .cy.). motion.<™Xn. 


potion a portion yy lotion .G2.. ration 7. notion 72, 


The dash form of d may be blended with n in a similar way to the t - 


bidden Q hee: cadence ~G. Eden ..... ba hidden wh. laden Lon. London A, sae 
a4 


4 


4.ttrt+n 
The double blend, t+ r+ n, giving syllables tren, tron, trun, train, tarn, tern, tirn, torn, 


turn, etc. is formed by blending tr (--~ ) with n( 4 ) thus-—., and the similar 


combinations of d+r+n are written by blending dr with n, thus - ae 

bittern (2...) tum  ....2.. return ..... pattern fend. Stern “2. veteran... 
restrain .7.2 train cod... trend “ZL. trundle .. trinity... trinket IK... 
distrain On. postern | aie electrons... 


NOW TRY SUPPLEMENTARY EXERCISES 4 AND 5 
18 


BLENDING OF CHARACTERS 


§.c blends 
The letter c is blended with other characters as follows: 


ct+m= .CS..... company ...<..... common ...G>..... commit ....... commence aay eves 


campaign ..G.. camel ano vee camber “Gee commerce Le... 


ctn= ..... f...... contain Ly bene consume ... Fr,.... contact oy ae 
ctnt+v= ..SZ....converse ...9%.... convict ...SAy... convivial . SAY... 
et+nttr= ..f_... contract i eee contrary .C..4.. centre ..2 _.... 
c+m+tr = Cyrr.. cemetery ra, commuter.cy. 

c(k) + t(d) = ...Ge.... cooked So eee fact a, wrecked |<... elect 
c(k) + tr(dr)=.G---... factor elector on sector ...@__.. lecture 
6. n blends 

n+p= of becseees napa. } sete snip we Jun nipple a aa nape 
n+y= wwM...mever dM... invoice ..&... knaves _.1W...... naval 
n+x= | x... next ...9C..... inexperienced Pa Nixon 
7. p blends 


ptb= “fe Publish é eves piebald wahoo repale “fe 


ptv= oN poverty eae pave NY a pavane oa Pevensey 


ptx= ~ senses pixie “oy bese pax “Y hese 


NOW TRY SUPPLEMENTARY EXERCISE 6 
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8. r blends 

rt+f= _Z...r0ugh 
r+tk= Lo... rake 
r+x= ON... Rex 
9. v blends 

vtl= WV bese value 
vtn= NZ... vain 
vtr= wa... verge 


10. w blends 


wtf= oN... wife 
wtk= .=%.... week 
wtn= 2... own 


wtrtk=\—AJ€ work 


wtxs oe Aee.. WaX 


i, Coen 


BASIC TEELINE 


reef. ZL... ref(erence) 
barracks _......! om .. park 
Pyrex na... _ Corrux 

Ps 
vale a6 er volt 
even. ‘WV... vantage 


vertical ME . versify 
cervix CL. 


waif a ae 
woke _—s_......: Seek... 
known ALB brown 
our Se. bower 
were Leer, 
Note - waxworks .. Aaa... 


NOW TRY SUPPLEMENTARY EXERCISE 7 
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BLENDING OF CHARACTERS 
11. Vowel blends 


The vowel combinations ou ..\V....and oo..%....may be blended to give ...... (the Teeline 
w), and like the simple vowels, this indicator may be included in or omitted from a word 
as required. 


Special applications of blends 


The syllables con, coun, can, com, cum, cam, etc. often follow en-, e-, un-, in-. 
When this occurs the first syllable is represented by a vowel indicator 


economics A oe unconfirmed oof unconfined . fe seseeeee 


unconsidered a inconsiderate flere. incontinent Ly. a 


encounter fo... incompetent G- on encompass GF sees 


incomplete j incommode CY... encumbrance es 
. NOW TRY SUPPLEMENTARY EXERCISE 8 
Joined blends 


As the writer becomes familiar with the use of the t and d dashes and their blends it 
will be found that it is often safe to join either the t or d to the preceding character, with 
consequent increase in facility and speed, e.g.: 


fast ff esses faster 7 bidder mon _ cider ...G..... bed... 6 a 
bedder ©... better &. debtor ....C0™™.. hint... Ah... hunter AL. 


rent Mn... render Mom... find -f- beens finder f-~ sender ..... a... 
mender .<.wiH patter .... f beseeeee actor... c... 


FACILITY DRILL FOR PRACTICE 
BEFORE EXERCISES 4B and 4F 


A 
last time GD. téte-a-téte ee best time 6D. bringing the C7. 


our, Were Swe’... about the Gy beeees it would be the Oh. 


we were trer’.. With the a a are not ME... but & sees 
withit = 0... willbe =... canyou— .§....... public fern 
should be ee a too secu. in fact “de seas on to the “hag see 
accidental fh boca if you have 7 xd vests from A beeen behalf (0... 


owes on as nee tattoo Lamm. was Sw79... speech df Bf ph 


BASIC TEELINE 


EXERCISE 4B 


Read, copy and transcribe the following sentences: 


sees DOO sere Veoh he ED Pov MnsyfEoe co cevcetve Geeeeveseees 


OA, AL 4 A, oe pe OME OM coo 
os NN VOy A VOM coctecssatttessestesanieee “oeeceeesetes cise 

a By TOM yf cesestssensetnissivatasie 

()..4...ca G. VEEL Y 00. 2% Vy. 


6 BOM Aya po len 7 oo eceees Aan, ET bese 


cesses DGD Yeo ei ded Me yy 


veceasiteseee Cem NM occ Kocvnevsnssesanevacscsnnsccacecacsescensecesesecsvecsrsacaunennscaseeeserstanssecen 


6 a 


100).L. Bake ign ba XN im DSN PR KM 
a A 
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BLENDING OF CHARACTERS 


EXERCISE 4C 


Put the following words into Teeline: 


Hilton Garden 
cider Market 
mutton Thornton 
written lecture 
London children 
Covent strictly 


parents 
demonstrate 
President 
cotton 
matter 

satin 


want 
pattern 
picture 
level 
straighten 
lower 


EXERCISE 4D 


Put the following words into Teeline: 


signed parts 
sending motor 
Rudd scooter 
excite tarnished 
interest paint 
include Peter 
yacht decided 


attended 
matins 
Trinity 
Te-Deum 
Latin 
extract 
Exodus 


rector 
annoyed 
quite 
téte-a-téte 
rudely 
interrupted 
waiter 


EXERCISE 4E 


Put the following words into Teeline: 


enquiry pavilion 
contract unveiled 
behalf war 
company veteran 
involved Tattoo 
refused week 
findings squadron 


padre 


volcano 


poverty 


village 
volunteers 


combat 
invading 


wanton 
vandals 
reduced 
volume 
active 
spotting 
reporting 


learn 
work 
master 
accidental 
coroner 
inquest 


bringing 
refrained 
commenting 
vintage 
quite 

potent 


offenders 
instead 
turning 
blind 
water 


rough 


concussion 
town 
centre 
annexe 
fourteen 


35 words 


workman 
completely 
knocked 
feeling 
dreadful 
routine 


40 words 


fishing 
beaten 
reef 
wind 
waited 
Neptune 


40 words 


BASIC TEELINE 


EXERCISE 4F 
Read, copy and transcribe 





wy wa ar rae Byrn, Hey _ 
veces Yo LO lon techy ln iY ssn Borer 


coos coe Lag pe IG NO by KO 71. Oy 


eee aD Cy 2 a 


5 
Word beginnings and endings 


BEGINNINGS 
under- 


In the word ‘under’ and its compounds syllable un- is contracted to the single letter u, 
as follows: understand .ucM... understood .yocSm... under-dog aii i 


undertake u-F%. under-tow vost’. undersigned .uwo-%&.. under-pin ar a 


self 
The word ‘self’, used as a prefix, is contracted to sl ¢ see! C ... This is generally joined, 


but disjoining is safe: self-evident One. selfish Cs... self-coloured box 


trans 
When writing the syllable ‘trans-’ the n may safely be omitted for greater facility and 


speed: transact ..7@.. transfer aff. translate 7%. translucent aay 


WORD ENDINGS 


-ing The contracted form of the syllable ing has already been shown, and several other 
common endings are likewise contracted to single characters or combinations: 


-ang as for - ing, the vowel indicator for 
-ong a, 0, e, or u is generally disjoined 
-eng but written close to the 

-ung preceding letter. 
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BASIC TEELINE 


Notes 
(a) Teeline s may be added to -ng signs 


things A vecseees , longs .C#...., bungs Ob SingS  ...@$......, SONGS ...9M....... 
(b) The addition of a second -ng is indicated by an additional tick: 


ringing .%......., Singing ...04......., banging Ox... longing On... 


(c) Other letters or characters may be added to ng: 


NOW TRY SUPPLEMENTARY EXERCISE 9 


-tation These common endings are represented by a variation of ..7)... tn and..,..... dn. 
-dati 4: woes 

“tition To indicate the extra syllable the n...1...is joined but not blended, 

-dition thus ..7)...=-tion, but 771... = -tation, -tuition, -tuation 


accommodation at station ..°7J..., situation PA... 


EXERCISE SA 


Put the following words into Teeline: 


understand completely understudy economy comment counterfoil 
undergraduate constantly concert income intended contrast 
accommodation quarrelling accompanies consider action self-reliant 
extremely nuisance contralto own transfer convince 
uncomfortable unconfirmed council 

27 words 

EXERCISE 5B 
Put the following words into Teeline: 

accomplished constant irritating hesitation important expedition 
composed banging bangle strongly addition lungs 
songs trying rings recommending exposed recommendation 
nothing things longing content irritation strengthen 
irritation consideration country trade connection contract 

30 words 
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WORD BEGINNINGS AND ENDINGS 


-able These endings are indicated by writing the appropriate vowel — not the 
-ability A 
-ible indicator — disjoined, immediately after the root word — desirable <a 
-ibility “A ~ — 
-oble deplorable Qa. capable ..C.... durable a. table ...... treble ........ i 
etc. A 


edible .u.. likeable Ga. sensibility .@bs.. gullible aa 


indictable 4-.. lovable Nn. noble .4@... 


sh-l All these endings are spelled differently and may therefore be written 
tal differently in Teeline - sh-1 .5... tial _C.. cial LL. but as they are all 
sounded like sh-1 they may all be represented by the Teeline character 
.&.. (sh) generally disjoined - partial ¥- martial LN. marshall wells . 
crucial .c“%.. 
Note: A vowel may be added 
- partially ...).5... specially ..,.... 
ye f 
NOW TRY SUPPLEMENTARY EXERCISE 10 
-ology The full letter o is written close to the root word but disjoined and above 
-ological - 0 0 
-alogy the normal level of writing. biology kL. genealogy “4 we 
-alogical O O O 
psychological hn zoology ..#..... sociological ..%...... 
physiological _f.. meteorological mS. 
-ologist This is formed by adding the Teeline s and t to the -ology ‘o’ 


-word 


-ward | Write Teeline ‘w’ in the ‘d’ position, i.e. below the normal level of writing - 
-wood 


inward 4... eastward ..27.. crossword Ck... upward Y. 
Vw 


back ward Q... redwood Mev plywood Key 


4 
-ment Teeline m, which may be reduced in size, is written in the t position - 
payment “fe instalment ..d>™.. experiment ..™... 
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-mental 


-mentary 


-graph 
-graphy 


-gram 


BASIC TEELINE 
Teeline 1, which may be reduced, is added to the ‘ment’ sign. 


vv 


instrumental ..g.-7~... elemental .. ve 


~ i tal a 
Leseees experimental ..yXJ... 


NOW TRY SUPPLEMENTARY EXERCISE 11 
The r is omitted and the f is blended with the g. Note the use of the 
vowel indicator to show the -y ending. photograph ..f-J.. 


photography Of: pantograph ty heliograph LQ. autograph °) 


Note the use of of. as abbreviation for prefix ‘auto’. 
The r is omitted from between g and m - radiogram Lo?... pictogram ..., ; Lease 
NOW TRY SUPPLEMENTARY EXERCISE 12 


EXERCISE 5C 


Put the following words into Teeline: 


bank supplementary frequently seaward expressions bang 
payment allowances trouble hopelessness queued table 
consignment position cheerfulness situation autograph programme 
self-willed investments nobility horribly controversial educational 
accomplishments biologist themselves sensible report archaeology 
admiration capable photograph laughable committee zoology 
situation temperamental specially fatuousness 
40 words 
FACILITY DRILL FOR EXERCISES 
5D, 5E, 5F 
they must have been Fn. to do seeehesee income oe 
that she is 4B sesso subjects me vesees come i eee 
some people  —__.... wa order On we should we NerBn.. 
I think an frequently ZUG. before x. 
further CL season oe eee enclose(d) ad seston 
complete the 7 session... pe . that they are Af 
round Lon... committee eee Paes but there Gy. 
form or firm ne to see wees newspaper of bese 
who has os ae off nf veeeee long time On. 
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WORD BEGINNINGS AND ENDINGS 


business —....! 6 bese there is Ah? buses exchange Kor % 


with the matter nw ; tobe a. 6 sees though LL vecseeeens 


become or became ol. account _....... Qe calm ee CG... 


EXERCISE 5D 
Read, copy and transcribe 


AL YAR By be Py Gn Me BO 4 
2) Oe Gz Fig Rae Loo. fen —_ foe cna aK ce 


aL... [OO VR OMA EK fo Pf a 
_— a i 


09 OF An BAAR toe so V.... At... GD... 
_ Np Li Pr Pe Pe POL os oss 


_ he © a 


a A a 
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BASIC TEELINE 


EXERCISE SE 
Read, copy and transcribe 


(1). 6... Me. Gem cee AG c&... IINY. a9... ey... 6 Per CoiyX cceeesetcsesee 
dp b OG wT. "64... he Ohya . oe 
(3). oy 2.6.7 bow hr XT fg My 
e 9 a <  e 
oA GWG wae 2. 10K 


occas Gate... sng icinnnsninnnnssinsnnns 


ox 
att BOS Pg FE XB. voveeese erly beveeeneees 
coeseeee 6.2.2 SO yoo rc bebe bebe cc ceeeeeet eno teeret ever crteetrectvessereeess 


ete ey ec: Lia 8 





10) LQ Ey ae Jee he be On gd fre — 


WORD BEGINNINGS AND ENDINGS 


EXERCISE SF 
Read, copy and transcribe 


()..-L. BS aay UL sees “2 eee: Cea icerssvee estcteansseen 


eeecsesence! Gg wand, cteqeensveyienssnssinescecsenececeses 


veh SAM. a ae ia. 
acon f Mi 


_ bE ee sanavesisavesssesasessavessuuinsessvssiscs vrtsseuesvasses 
()....b. La. 1.90 “le Ss FAB. 9 C7. Ne . 


wn Ves Qed. 9 Cay: A... LO Nebo 
)... ee CKL.B. Tha “ee Weg 


oe 6 1A C.... 


(1) Nt tay OM Cy BOP SY oo 
ssl 0 o_O 
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6 
Word groupings 


In foregoing exercises, words which join together easily in Teeline have been linked in 
groups. This process of grouping words in speech and writing is a natural one, and Teeline 
method allows full advantage to be taken of it. 


Two words may be used together so often that in writing they become linked by a 
hyphen, then even the hyphen disappears and the two words merge into one, e.g. ‘extra 
ordinary’ becomes ‘extra-ordinary’ then ‘extraordinary’. In speech, especially colloquial 
speech, the process is more common, less obvious and more insidious, and when a verbal 
joining becomes established it finds its way into writing and print, e.g. the well-known 
‘pinta’, ‘cuppa’, and ‘teach-in’, ‘break-out’, ‘beating-up’, which will become ‘teachin’, 
“‘preakout’ and ‘beatingup’. 


Whole sentences may become so much units of speech or writing that the beginning 
engenders in the mind an expectation of what is to follow. Thus, when a speaker says 
‘And last, .. .” we expect ‘but not least’ or . . . ‘but by no means least’. Businesses and 
professions have their own clichés and repetitive speech patterns and the Teeline writer 
should observe them and match them with appropriate written patterns or outlines. 


The really intensive study of condensed groupings is necessary only for the very high- 
speed writer, but simple group patterns are within the scope of the most basic Teeline 
writer. They should be (a) easily written, (b) easily recognised, (c) natural groupings. 
No linked group should take longer to write than the separate words, or lose legibility 
because of the joining. 


The groups in the following facility drill relate particularly to Exercise 6A, but the 
method should be carefully studied and generally applied. 


FACILITY DRILL FOR EXERCISE 6A 


Words 

. Ve . . . 
without) eeseeen intermission Lan. transitory Tes. 
interfere wg undersigned Ute... contrary on. 
introduce ee underdogs Lomy.. automobile 2 secon 
entertainment LS. or... thoroughly LG besaees concept  .... 4 seseeee 
suitable WRT... undergone uo} maintenance _..... omy 
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proceedings of fe “oO 


receptive hes. 


element OO sens 


Groups 


with the arrangements 


it would appear 


for example 


some form of 


and we must 


have been 


some of the 


may be considered 


whole arrangement 


methods of transport 


WORD GROUPINGS 


underground MDYAZ... or. .u-1., favourably 
transpired anne ee 


transaction wot, 


undertaken 


intentions vty beeee 


nothing 


33 


I must point out 


that it would be 


by means 


this is no 


which would 


make sure 


those days 


best interests 


few months’ time 


in addition 


orthodox 


brown 


movement 


automatic 





BASIC TEELINE 
EXERCISE 6A 


Read, copy and transcribe 


se eh een Zod MAR gy Ui Gt ei flr 
_ Fog LE Ao bn Dy PA OLED By 


AM ype hppa) Ny COM hyo, EL Cy 4 
Q)ececcen Mary PL A tO MD gd Rv pcssicee 


(3). cseeeeee mtid=) WP EN bby et LVR ee. Ut seoteeseneees 
cg Nae ge Ml yet Te Mit Kher Boyd eeeeneeeees 


cen Nf gp LENG tod By ee sessatessesaneessensee 
Ce n Gt Goon at Mf EA Dl seven 


seve edt aa ae weed... ry). py AA bg. 


7 


vo Leo Lom NN whe. na Qh dee sestacesacsneene 
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WORD GROUPINGS 


es z My... Ans. ay es ie a baa 
ny 


(5) occccesseee an ON OE TT prem 3500. 


(6). @) vee. a ee yee Pe DO TE BN Cle 
ooee (>) EEE Oe LEE yl. BEe “Ne. MEF? Copy O. 


_ On AM KES Be A Gb OU 


Words 


policeman 


Groups 


for the council 
said the matter 
use of their 

of them 

present state 
country’s economy 
young man 
police station 
make a statement 
before us 

we would say 


for instance 


counsel for the 
defence 


summing up 
congratulated the 


who were 


eeees d wo. social 


U 
improvements ....4¥&.... self-defence ou bees every thing VA a 


BASIC TEELINE 


FACILITY DRILL FOR EXERCISE 6B 


acting in the 
interests (of) 


general public 


presented with the 


annual general 
meeting 


long and happy 
retirement 


last night 


made the 


on behalf of the 
members 


and they were 
SOITY 


it was now 
from time to time 
they would see 


no doubt 


aS ccc sufficiently “fe vooees doubted Oo. 


WORD GROUPINGS 


EXERCISE 6B 
Read, copy and transcribe 


(() ee pg a KA EP OE nee 


Sg awe ye Le RQ ep 
a PO GS Di Pie ae ee. 


_— 


oe ee ee eee. ee ee ee ee ee eee ee ee ee eee eee eee eee eer eee eee eee ee eee eee eee ee eee ee ee eee eee eee ere ee 


ccseuntee Ain “pen Per hn gyy. oe 


ccccteescseesen C765 be Pee en 
ceecctvavteesees Se AL bon Se a ae 
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BASIC TEELINE 


POOR eee RESO RSC COCECES ST ECU COE CESS ECCCCeree rer erer ee reer eres eer er ererr reer re rere reser ee eee eee see ee eee eer cere eee crc 


eee Ce eee ee ce ee ee eee ee eee ee eee eee Se eee eee ere eee eee eee eee eee eee ee eee ee eee eee eee eee eres 


eee ee ee ee eee eee ee ee eer eee ee eer ee Serer reer reererere rer re cere reer er ere eee ree rere reer er eT eer eee Sree 


7 
Numbers and fractions 


The ordinary Arabic numerals are a kind of fast writing to which everyone is accus- 
tomed, and although faster methods are possible, ordinary figures are generally adequate 
from one to ninety-nine. It is in writing round numbers that effort is generally wasted, and 
the following simple devices will eliminate this waste. 


(a) In writing hundreds use the dr blend (equivalent to 00) written under the hundreds 


figure: 2 = 200, 3 =300, 5 = 500 


(b) For thousands use the ths blend (equivalent to 000) enlarged in the t position close 


(c) For hundred-thousand use a blend of dr and ths under the appropriate numeral(s) 


~2.., = 200,000, 12. = 1,200,000 
(d) For million(s) use m close under the appropriate numeral - 1... = 1,000,000 
12. = 12,000,000. 
oo 


(e) For hundred-million write the combination of dr and m under the appropriate 
numeral-4 — = 400,000,000. 
— 


(f) For thousand-million use the combination of ths and m - Lf. = 6,000,000,000. 
Note: ‘Per cent’ is indicated by writing Teeline p Cp) close to the relevant 
numeral - by f. = 4% Instead of using the ‘pound’ sign (£) the word ‘pounds’ 
should be indicated by Teeline pd - Bp = £8, 6... = £600 


Common fractions 


The most commonly used fractions - half, quarters and thirds - are indicated in conjunc- 
tion with numerals as follows: 


Fraction Character Examples 


half ho, Yon Vs, Dave Why Goon = ly Lp Moy Bon = 5Y 


-P.. = 6%, J. =, £ =8%, 9. =9%, 1D. = 10%, 
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BASIC TEELINE 


Fraction Character Examples 

quarter ae [Y =1%, Dy = Way oY =3y, h.. = 4%, 09". = 5%, 
GO =6%, .=7%, B.=8%, 9%. =9%, LO” = 10%, 

three-quarters .... a L. = 1%, Ly. = 2%, 3. = 3%, wy. = 4%, roan 5%, 
6. =6%, 7° =7%, B.=8%, 9%. =9%, 10°.= 10%, 

Third ce In. =1%, 2% =2%, 30. =3%, hye 4, bn = 5%, 


L 
G.=6%, Wey, &.=8%, 96-94, LO = 10%, 
two-thirds _.... 7 ve L*. = 1%, 27 = 2%, Ol. 3% pe = 4% J 5%, 
G.. = 6%, 1) = 7%, 87. =8%, Qt. = 9%, 107.= 10%, 


Notes: (a) In ‘three-quarters’ it is necessary only to show the plural of ‘quarter’, by 
adding s. 


(b) In ‘two-thirds’ it is necessary only to show the plural of ‘third’ by adding a 
further tick. 


FACILITY DRILL FOR EXERCISE 7A 





thank you for your letter (of the) ......., ¢ esceees during the year DML. 
for your order (of the) thisyear a. bo Losses 
would you meeyye 
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NUMBERS AND FRACTIONS 


EXERCISE 7A 


Transcribe the following sentences: 


(). f LS ALE De OR fey secsscesssesessseenseen 
(2).2... TLL Ne a Big BY. Mary Dy. 


a OM pg gcse ntcteneatnetninntnieieinntniestaaienienieiies 





sececeee St ae 
(5) LARRY 0 Sao Sb Yo eM sss 


scoeessen Ao BQ ego rieiceeinnoneineinnieiininenieieiienissnn 


=) 


sees Wo Yonge Eo votcnncneannaneneiinien wenerirensinitnte 
(T) cpesees CoB. 0° LAA. Gp Pb J BYooiod ves U7. veceeeeenseeees 


beceecenes a 
(8)... Lo ffte CE. Ma MAB. Hl py cesses 


es te. AB. BS] 7 oe cceevee ecceteeee itieescativit geass 


4] 


8 
Insertion of vowels 


An analysis of many thousands of words of connected matter showed that the number of 
words which needed vowels to be shown was less than two per cent. In the natural flow of 
Teeline writing a much greater number of words than this contain vowel indicators, mak- 
ing reading easier. Nevertheless, provision must be made for every possible contingency, 
and in rare cases the insertion of a vowel or vowels in an outline which has been written 
without them may be desirable. 


(a) to distinguish between words which have the same consonantal structure, when the 
context is not a sufficiently good guide. 


(b) to give an indication of the spelling of the word, especially a name or an isolated word. 
(c) to indicate more fully the structure of an unfamiliar word. 
An inserted vowel is written close to the consonant with which it is associated. 


The vowels and indicators are given the following significance: 


veees a.... is the ‘name’ sound as in ‘pale’, ‘pate’, ‘mail’, ‘fail’, ‘fate’. 

hoes x..... 18 the short sound as in ‘pal’, ‘pat’, ‘cat’, ‘fat’, or as in ‘pall’, ‘mall’, ‘call’, 
‘fall’. 

veees L...... is the ‘name’ sound as in ‘peel’, ‘peak’, ‘leak’, ‘feel’, ‘heal’, ‘steal’ etc. 

weve 1...... is the short sound as in ‘pet’, ‘peck’, ‘hell’, ‘dell’. 

wees &..... is the ‘name’ sound as in ‘like’, ‘pile’, ‘ripe’. 

kee “.... is the short sound as in ‘lick’, ‘pick’, ‘rip’, ‘pill’. 

bones ©..... is the ‘name’ sound as in ‘pole’, ‘bole’, ‘sole’, ‘goal’. 

Lees v.... is the short sound as in ‘Polly’, ‘dot’, ‘cot’, ‘spot’. 

cess V.... is the ‘name’ sound as in ‘Yiile’, ‘gule’, ‘dupe’, ‘mule’, ‘cupid’. 


ee is the short sound as in ‘gull’, ‘mull’, ‘cup’, ‘sup’. This looks like the e indicator, 
but confusion is not likely to occur in use. 


It should be remembered that the insertion of vowels is rarely necessary, but must be 
a practical possibility. 
To dea! with a need which is still more rare, if the writer wishes to record the unusual 


ee-e =..... ia... , etc. 
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INSERTION OF VOWELS 
VOWEL COMBINATIONS 


Each of the five vowel letters in the alphabet has its Teeline equivalent, and each of the 
Teeline vowel characters or its indicator can be joined to every other vowel character or 
indicator. This process is rarely necessary, but should be used with facility and legibility 
if required, and for reference a chart showing the best joinings is given below. 











Note. These characters are slightly enlarged for extra clarity. 


EXERCISE 8A 


Transcribe the following Teeline words into longhand, showing the spelling which is 
represented by the Teeline vowel signs. 


ee fo fr foo for foo LG OCG... 


veeeeseenes be §e.. a ee ee Oa oa NN, 


9 
Additional abbreviating methods 


Letters b, c, d, g, p are often combined with letter r without the insertion of a vowel 
between them, e.g. br, cr, dr, gr, pr. Thus, when r immediately follows b and the two 
letters are not separated by a vowel, the Teeline r becomes a short stroke inside the b. 
This short stroke may be blended with the following letter, as follows: 


br Om. (brew or brow) becomes ee. , A. (bream) becomes A. 
brittle = 7... broad = Ar. . 


If the character which follows the r is s, the s circle is written inside b 


thus - 8... brs (British Road Services). 


If the letter following the r is a vowel, the indicator may be written inside the b: 


bra 8. : bre ©. > bri... bro &. : bru &.. . 


&. with broad. Note: By. bring. 


cr The same method may be applied to ec +r, e.g. cr-b a ae cr-f fe CcI-g -G.. 


cr-k ome cr-l roan er-m ...@>...cr-n ...G... cr-p a orr ...G..cr-w ...Ged... cra .&.... 


cre..@...cri..G... cro ..G@...cru ..@.... 


Note: carve .C4™... certain cL. curd ...CZ. ieee 
but but but 
crave ...Qyy....... cretin ....G}...... crude.....Gm.... 


dr This blending will apply to the initial d ( 0.) only. 


Qeuvdrab 2. drake eo. dread ic in dreary..@7.>.. dram ...Y/.... drape 


Compare - grill ....... with girl yf erid a i with gird ay ae . 
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pr Letter p may be intersected to indicate a blendedr promise “pe protect te 


produce a provide yn prince “ft vee . 


Note: production = a ree 


When intersection of the letter p is not practical, the presence of letter r may be indi- 
cated by writing the following stroke close to the p: 


press fe proceed vfs propose “ff Prehenste fly . 


aou Letter r may be indicated with these vowels by writing the following letter through 


Note: the vowel a enlarged (.A\.) may be used for the word or prefix arch: 


arch ...A... arch-bishop Qe areh-eriminal Qa 


Abbreviation of tion, sion, cian, shion, etc. 


This frequently occurring syllable, generally pronounced sh-n may be contracted by 
writing it as the hook form of n disjoined but close to the preceding letter - 


fashion fp. magician ml... elocution nom distribution PEP... 


selection Ga. ocean ....... 


FACILITY DRILL FOR EXERCISE 9A 





British Rail .&%. in reply AZ. in spite (of) tb... dear sir x. 
credit sales é hese after dinner i over the year Vb. yours faithfully Af 
part of the Vt references A... enclose ogi: expect aan 
they do not Low with reference (to) ..2. we thank you 1. expected wero 
during the year Od. take steps LEX LG, awkward.» veaee 
cup of tea Ge raw materials Z, with your letter “~.. profit fp 
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EXERCISE 9A 


a).....87..7..8.... a Oe ee esetsineesestte 


(2) cesses ED» LD ap Fp le iy secessestssssettensecsessete 
(3) eveoneees 4.9. a a a ea an 


Cee 49. Boe. Yo Le Gt fore rhb seoussessusssessssuesssessscessvssecs 
(5S) fe Gert PH eves = a ee =e ae 
(6)... Daf ly i AN do Rg Ps Aap 
beseeeeennes Ca ee 
(D) veese ee Oo Nee Nes a..0.< _ ° WML ofp BL... Bye sues 


secsatses A. LR orrninennninninnenemnnnrnrinnninnsn 
8). cece L,Y. 2p They - hy Magn MORE esse 
V4 


nn ae of. cps sstctnntnnettntntnntnntannninessnnnianiesiiasietiiaiitis 
(ee “1..Dh... 2 &. Ee... Ay Ee deseseeseeeees MAbs Goosen 
(10)... Ln. 4% wp Ope Kae br Oo te Lfovsoeees 


Ba a LZ bb} many Mp fod Geo seesesees 
vecteenees an 
ey aan OOP. Go LE My AQ gh BM Dah 
ooscee EMO LE cccccccvccscvvssssvevussvvsvvvssssststesssssssissstssisisisesiniisssssissssisssstesiisssseeee 
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a ay eee! N Ye Ye bees A bette 
beeen Pe POE be beseeeeeusususususacesstsessuecticessescsesesescstttecieess 


(14)... bhava ala Aa ca by po ee 


cece beeffen 1 
(15), Bad us. 1. fee UNC. ce. Get beseecees 


svete. ooh lon epee dbon we 


veces ceveetenseeee! Voda eye. 


FACILITY DRILL FOR EXERCISE 9B 


co-operation G- research staff Ady. reduced cost MG 


generations “ft in the way of Mp two weeks tet 
quality tee fully justified Ge veces we can dod vests 


unfortunately Yor centuries ago sy prompt attention fret 
thought adn veces commonplace book “ee circumstance CL. 


gentlemen Sai... a _ long letters Ge vote: owing weherll... 
wy = 

number of we... Withyou 22 wna. attitude 

about the position oF last consignment LORD... yesterday wig... 
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await 


complimentary remarks 


open minds 


they required 


leaders of industry 


far-sightedness 
considered to be FE 
in reply to your letter (of) MI, ces 


we regret to inform you 


BASIC TEELINE 


in the circumstances 


we are pleased to know 


assuring you 


at all times 


particulars 


handwriting 


consignment 


communication 


immediately 


ve 


andwefeel i 9 VAG 


yp ebb ke 
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eae anne ae cess Lp b Qire be Buz bp, _ 
leeteeeeee ee ae 7 ee 


ci St Roepe dogs 0 et UE AM My og Mf 
8). Qi Aer re LB Le ot Oey VL _ 


ees Pr Mg Re Mtr AED Sa 
lecsesestiees Do per bb A MQ Me Beton ng inne 


FACILITY DRILL FOR EXERCISE 9C 


AAG. rather MM... 


representative fon OF ep furthermore WN. 


telephone nn. G seceess with thisletter ll retutsteney Z 7. 


given md beseeaes discount forcash en. 


old-established 


turnover —_ i ———is a y cence during the yearunderreview _..... b- 
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on account 


foreign side 


we regret to state 


for the year 


directors’ report 


declare a dividend 


board of directors 


under separate cover 


take this opportunity 


we should be pleased 


in the course of his speech 


BASIC TEELINE 
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plant and machinery 


early part of the year 


coming year 


United States 


lower than 


it has been 


United Kingdom 


we are sending you 


your earliest convenience 


best attention 


ADDITIONAL ABBREVIATING METHODS 


EXERCISE 9C 


(Dene, Fy By Go Bg Wa ae g te a7 
RO VA ee oee aTtp, Z. RAO pg yl Nay st a 


see Oa Og a yoy Be Recbo f fm Yp 
ae a a A 





ceeceeeeeeee! C i ae 


BASIC TEELINE 
EXERCISE 9D 


Write the following passage in Teeline, using suitable word groupings: 


Advertising Policy 


For some time we have been considering a complete change of policy in selling our 
goods. We propose from next month to advertise in a number of trade papers which we 
have not hitherto used for this purpose and to experiment with colour advertisements. 

In addition, we intend todistribute posters advertising special offers to the local super- 
markets. We shall be pleased if there is any way in which you feel we could further increase 
our output. We need to treble our takings during the year and are therefore running a 
competition for ideas. A competition form is enclosed with this letter. The closing date 

for its receipt is Friday, September 3rd. 


EXERCISE 9E 
Write the following passage in Teeline, using suitable word groupings: 


Noise is one of the greatest problems of the present time. Everyone agrees that the 
volume of noise increases yearly; but not everyone agrees about what constitutes a noise. 
To the motor-cyclist, the sound of an engine throbbing may be music. His view is not 
shared by the woman with a headache, outside whose window he parks, chatting with 
his friends above the din. A dog, yelping with excitement on being allowed into the 
garden to chase the birds, may amuse his owner, but it is no laughing matter for the shift 
worker across the way who has just been woken by it from a snatched day-time rest. The 
television set, blaring at the end of a hospital ward for the interest of convalescent patients, 
is a positive nightmare to the really sick person who only wishes to sleep. 

Scientists have discovered that working constantly in a noise frequently causes deaf- 
ness. Intense noise can even damage the ears, and doctors say that much mental illness 
today is caused by living in a noisy environment. 

It is a surprising thing, therefore, to discover that most people seem to like noise. Some 
even carry it around with them in the form of a transistor radio. In fact, those who complain 
about noise, and seek peace and quiet, are often considered to be cranks. 


GROUPED INITIALS 


Single-letter abbreviations generally require a context to make them precise in their mean- 
ing; for example, the letter b standing alone may mean almost any word beginning with b. 
In a group, however, its possible meanings are narrowed, and two b’s in the same group 
may help to define each other. In an advertisement b and b could reasonably be either ‘bed 
and breakfast’ or ‘bed and board’, depending on the wider context in which it is seen. 
Many initial-groupings make sense only in a specialised vocabulary, and will be used 
and understood only by people accustomed to the jargon or clichés of some particular 
business or profession. Thus d and d used in a magistrate’s court will mean ‘drunk and 
disorderly’ to the court reporter, the policeman - and to the habitual offender, but would 
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probably be meaningless to a commercial office clerk. The group ¢c & f on the other hand, 
meaning ‘cost and freight’, will be familiar to the clerk and probably mean nothing to the 
policeman. 

The Teeline writer should build up a relevant list of initial groupings for his own purposes 
by reference to a standard dictionary of abbreviations or a specialised trade list, converting 
the longhand initials into Teeline characters and joining them when practicable. The exam- 
ples listed below should be carefully studied and the appropriate ones practised. 


GROUPED INITIALS 


Group Teeline Meaning 
A&A OL, MA..... additions and amendments 
AC ss eee advisory council 
BBO, & hesesess Boys’ Brigade 

BC nf eevee borough council 

b/d -£ beens brought down 

b/f -fP eee brought forward 

b&s mer vee brandy and soda 

b/l @ eesseee bill of lading 

BR Brose British Rail 

COd, 2 on, Cw veseeees cash on delivery 

Os re Qype Council of Europe 

CD cars) seeeeseees Civil Defence 
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Group Teeline Meaning 

DI 9 beseesees Disc jockey 

AG&p on. O7 bese developing and printing 

d.a.p. mae veneee documents against payment 

GPO eee +S: bese general practitioner 

HQ oly eotcren headquarters 

HPO a. j Meeeeeeee hire purchase, horse power, hardy perennial 
SPO A oe Justice of the Peace 

LG che veseuees local government, ladies and gentlemen 
m&b | 8 bees mild and bitter 

p.ar. mofo planed all round 

VB ances ). tenes very good 

GM aes Jem. General Manager 


EXERCISE 9F 


Read the following exercise, write it in Teeline, using the Teeline versions of the longhand 
abbreviations, then write it in full longhand. 


They say the G.M. won his C.M. when he rescued his office char after a G.M. explosion. 
He is quite a char himself and v.g. academically: he is a B.Sc.(Econ.), M.A.(Oxon), and 
gained a Ph.D. for a thes. on some aspects of Mod.E. At one time he was a V.I.P. on the 
B.B.C. and I.T.V. and when he was M.P. for Luton, Beds., some of his colls. expected him 
to become P.M. or Ch. and a member of the C.o.E. He was, of course, a communicant of 
the C. of E. and had been Amb. to an E.F.T.A. country. 


54 


able 


about 


accident 


accidental 


and 


arch 


archbishop 


at 


auto 


awkward 


be 


became 
become 


before 


behalf 


Peerertnr eer oetongs 


va A... 


Appendix 


British Road 
Services 


business 


but 


buy/by 


chairman 


circumstance 


communication 


crossword 


deliver 


delivery 
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ALPHABETICAL LIST OF WORDS FREQUENTLY USED IN THIS BOOK 


eastward 
easy 
enclose/d 
error 
Europe 
exchange/d 
expect 
expected 
eye 
February 
few 
firm 
form 
for 


frequently 


from 


full 


further 


general 
gentlemen 


given 


immediate 


immediately 


improvements 


income 


inform/ed 


information 


letter 


BASIC TEELINE 


Mr eee wo. percent 
MEVEL acess ~%. policeman 
newspaper i=... iy bees pounds 
mext XX... production 
hone eee Yee profit 
north Voce public 
northern 

northward oo", 1. sreaeee quality 
MOW aa Sele question 
Of eaeeeseseeseces rather 

Off aes a reference 
on/one votes ceees references 
OF ees Qo. representative 
Order aus Orme. round 

OUT ses Seer... Say 

out seveetsensnseveneee see 

OWES an. Ne ee self-defence 
Owing aaa Ne! session 
Own, NS shall 
particulars an {* vias social 
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_ > 


special 


speech 


subjects 


sufficient 


sufficiently 


telephone 


that 


the 


they 


though 


thought 


APPENDIX 


TO a netseeeeeereneens were 
today sess = Leseesees what 
too/tWwO 0 ececreteeees which 
turnover NY vee who 
unfortunately —...... YG evens with 
United Kingdom ...... UK... would 
United States... Ujue...... year 
USA. 1 ee you 
VOTY eae ae your/yours 
was ee heer zero 
we a, ne 
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(1) 


(2)... 


(3)....... 


(4). 


(5)... 


Supplementary exercises 


SUPPLEMENTARY EXERCISE 1 


Copy and transcribe the following 


G96.°399 ag ne AAD. _ he. 


THR SORIT LARD RIE W 
ae of te ph VoL ME hrm Lobe. AM bey. fog : 


pee pe 9 $$ GGL G P6E LGA. 


(6) cee PRO MMR NY a NR Ml A “edocs 


(7)...... 


(8)... MDL LAN Lt ® a! ®..§R pe Liar. 8.fefer 


(9).. 


_— TD RDG. Gp Mo Lo SO fi frog Ln ne 


(10) Bn Yan Qo BE Me MMe DNB Md pe Ml ga 
CO a a ey es ae 


(12) 


(13) 


(14)... 


MOE B IN Ye GE CEB _ 
cecsee! C= Om pe hye pom pe bpp Mone 
AF G49 GG 8.42 PLQ FD. 0.E.D... 
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SUPPLEMENTARY EXERCISE 2 


Write the following words in Teeline: 


WOUIDALRWNE 


PWN 


a 


. abase Ann any ape apex beef book baking bars beam boy 

. calling car carry caves caving coy dumb dope dear daring dared 

. elf emerge enclose encourage each earl fan funny fag fish fuss folk 
. gained gaping gears gas gem gulley hen honey home hat hit haste 

. ice image idle it if Jack join jar James jeered jelly 

. kale keep keg kill kiss kissed leaping loom lair less last loop 


me meet marry make mum mummy neck not need knocked nose nearest 


. old off ox ogle opera picking picket pens pass past pushing 

. quarry quarrel quake quick quest quail rug rake roast rich rip wretch 
. said sell slick skill stitch sorry toffee take tale tow teaspoon twice 

. viper vote voting vast visit vex would wig waste wait weeks weather 
. chain change charge check chair cheque chaff chop child church 

. thigh think thought thick them thesis there thorn throb thence 

. when whip whether where why whisk whisper whim while whiskey 
. shave ship shame shine shrew shrimp shrink shirk show shot 

. Feb. fable fabulous fabric febrile fly flow flip flue flick 

. fame family famish female fumble far fry Friday fern frantic freak 
. half haft gaff myself himself rough reefs quaff waif housewife 

. express expel exam. excel ex-ray hexagon lax mix pax Rex 


. yeast matted dated raided rated stated staid study studied 
. rust rusty rusted esteem estate estimate aspire most wasp sleep 
. despair despaired bestow listed slices sweet flames ban bin been 


SUPPLEMENTARY EXERCISE 3 


Put the following sentences into Teeline: 


. We-will let-you-have the faulty piece of cloth when we have examined it. Please 


see what you can do about-the marks. (24) 
. By-the end of-this-week you-will get-the book for-which you asked. (15) 
. We-can go on-the bus if-you do-not-wish to drive in-this rainy weather. (17) 
. l-am-sorry that-the special delivery you expected did not arrive, but I-am-sure 
it-will-be at-the depot today. (23) 
Half the road was flooded when the car crashed into-the van at-the crossroads, 
but-the damage to both vehicles was slight. (23) 
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6. The P.M. will arrive at Party H.Q. at / noon on Monday. He will have lunch 
at H.Q. 7 and-then visit the new G.P.O. buildings. He ris expected to leave 
by car at nine p.m. , (40) 
7. The slim blond was asked to take a film test in America. (12) 
8. Please inform the Personnel Manager that the firm’s senior representative } ° 
is-not now in London. He-isi in Italy buying / leather goods. We-have a good 


sale for Italian handbags ri in Derbyshire. This representative is a Derby man 
himself. (39) 


9. Have you managed to gain any information which-will be of use to-the firm? (15) 
10. The Chairman said he would-be at-the office each morning during this week. (14) 


SUPPLEMENTARY EXERCISE 4 (f blends) 


Write the following in Teeline: 
10 
1. The last time we saw him was in February. It / would be when we were going to 
20 30 
the seaside. He / followed us on to the train, but made for the dining / car and we lost 


40 
sight of him after that. It / was a very full train and we had to stand / most of the way 
to Blackpool. (56) 


2. He thrust the flowers into my hand and fled. The / beautiful scent from them filled 
2 30 
the air. Memories of the past flooded back to me and my eyes filled with / tears. (31) 
1 
3. There are few things IJ like better than strawberry flan. | For days J had tried to 


20 30 
stifle my appetite, but / this was too much for me. I accepted a large / slice and ate it 
greedily. (35) 


SUPPLEMENTARY EXERCISE 5 (tr, dr, tn, dn, trn, drn blends) 


Write the following in Teeline: 


1. You will have a better future with Teeline as an extra skill. (12) 
2. The missing trinket was found in the gutter. (8) 
3. The bittern’s eggs are hidden near the cedar tree. (9) 
4. The actor returned to London on the train. (8) 
5. We must fatten the geese for Christmas by increasing their rations. (11) 
6. The fox ran faster as the hunters drew near. (9) 
7. I find this lotion very good for the skin when the weather gets hotter. (14) 
8. Can you find me an easy pattern for making up this material? (12) 
9. He was by nature a moderate eater. (7) 
10. The modern trend is to cater for the teenager. (9) 
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SUPPLEMENTARY EXERCISE 6 (c,n and p blends) 


Write the following in Teeline: 


. The camber of the road is an important factor in safe driving. (12) 
. After they had consumed the champagne they became more convivial. (10) 
. He was convicted of committing a felony. (7) 
. The lecture contained some facts never before made public. (9) 
Do you have a contract with this company? (8) 
. The factory was not far from the city centre. (9) 
Can you introduce me to the naval officer we met at the tattoo? (13) 
. Please extract the copies of this firm’s invoices from our files and bring them 
to me this afternoon. (18) 
. We learn more from experience than we do from parents or teachers. (12) 
. A feature of the new motor car is that it will turn easily in a limited space. (17) 


SUPPLEMENTARY EXERCISE 7 (tr, v, and w blends) 


Write the following in Teeline: 


1. We were on our own last week and would have welcomed company. (13) 
2. My wife cut her hand when she broke the Pyrex dish, and it has not yet 

healed. (17) 
3. Too much work has brought him to the verge of a breakdown. (12) 

10 

4. Although there is no difference in the food value of / brown and white eggs, 

most people in this country choose brown. (21) 
5. It is a well-known fact that wax forms a protective covering for leather boots. 


1, 


(15) 
SUPPLEMENTARY EXERCISE 8 (Special application of blends) 


10 
How inconsiderate of the Chairman it was to allow the / meeting to continue 


20 
after the stated time. The speaker had / to return to London that evening, (26) 
10 
2. Economy is a good thing, provided it is not carried / to extremes. To 
20 
economise on necessities and buy luxuries instead / is foolish. (22) 
10 
3. After our encounter with the tiger, I was glad we / had brought the rifles, 
20 
although at first I had regarded / them as an encumbrance. (24) 
4. The motorist was given an unconditional discharge when the evidence 
regarding the accident had been considered. (16) 
5. With his usual incompetence, he has handed in an incomplete report on the 
flower show. (15) 
6. The activities of the inconspicuous little man were inconsistent with the 


incoming reports. (13) 
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7. The incompetence of these inconsiderate employees is unconfirmed. 

8. The incumbent regarded the study of economics as unconsidered and 
incongruous. 

9. The inn sign ‘Goat and Compasses’ is said to come from the incomplete 
rendering of ‘God encompasses us’. 


SUPPLEMENTARY EXERCISE 9 (under, self, trans, ing, etc.) 


. I understand the business is being transferred to a new company. 

. Some-people think that-she-is selfish, but I-am-not so sure. 

3. This season we intend to use our own transport when we attend the song 
sessions. 

4. Can you translate this newspaper article into German for me? I frequently 

need matter in that language. 


NO 


5. If-you can manage to transport these goods from our / warehouse we-can 
let-you have them at a reduced / cost. 

6. It takes a strong will to undertake a course of / dieting and stick to it until 
the desired results are / obtained. 

7. As-we came round the corner, we shouted with all Pour strength, but-the 
answering call now seemed to-be 7 farther off. 

8. You had better ring them up and make-sure they / “are going to-be in before 
we deliver the goods. i 

9. If-we-feel it-would-be useful to-have an / exchange of ideas, we-will call a 
meeting of-the committee members before-the end-of-the month. 

10. At one-time, singing was considered to-be an art for which a long training 

was necessary. Today, anyone 7 who can make a noise is called a singer and r 


40 
fame can come easily in a short space-of time. / 


SUPPLEMENTARY EXERCISE 10 (tation, able, sh-l, etc.) 


10 
1. When we got to the station we had to wait / a long-time for the train as the 


20 30 
time-table / had been revised the week before and we had not / realised the change 
affected us. 


10 
2. Superstition has a strong hold on many people. They cannot / walk under 


20 
ladders or spill salt at the table without / expecting bad luck. 
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(8) 
(11) 
(17) 


(11) 
(13) 


(15) 
(17) 


(21) 


(21) 


(22) 


(20) 


(28) 


(40) 


(36) 


(23) 


SUPPLEMENTARY EXERCISES 


10 
3. It is desirable that children should be taught the difference / between 


20 
poisonous berries and those which are edible. It is / natural for small children to 
30 


taste everything they see, and / this frequently brings disastrous results. (35) 
4. I think she has obtained a new situation on the / staff of the local newspaper. 
This does not seem to 7 be a suitable job for such a gullible person. (29) 

5. Although he admitted his misdemeanour, he did not realise that The had 
committed an indictable offence. (16) 


SUPPLEMENTARY EXERCISE 11 (ology, ward, ment, etc.) 


10 
1. At one time doctors studied only physiology, but today a / good doctor takes 
the psychology of his patients into account / “when prescribing for their ailments. (25) 
2. Many people would like to investigate their family tree, but / "genealogical 


search is a long and expensive business. It must 7 be very interesting to be a 
genealogist. (27) 


10 
3. The meteorological office is now commonly referred to as the / ‘Met’ office. 


. 20 
This modern tendency to shorten names would have / been frowned upon at the 
beginning of the century. (28) 


10 
4. Some families buy too much on the instalment plan. In / order to keep up 


with the payments they go short of necessities. This is a deplorable situation. (27) 
5. In spite of her apparent affectation I find her very / likeable, and she has been 
most capable in her handling fof our recent experiments. (24) 

SUPPLEMENTARY EXERCISE 12 (graph, gram, etc.) 
1. Speaking for myself, I thought the programme boring. It was / too elementary 
in its approach to the subject under discussion. in (20) 
2. In this photograph she is looking upwards. You can see /'much better than in 
the other how sensible she looks. 7 (20) 
3. They bought themselves a radiogram as it is clear /'that-they-are going to be 
spending a lot of 7 time on their-own in the future, and this will help them to pass 
the time during the long winter 7 evenings. (41) 
4. A heliograph may be an engraving obtained by exposure to / light, an apparatus 
for photographing the sun, or a signalling / apparatus reflecting flashes of sunlight. (25) 


10 
5. They say the new automatic car drives itself. Some people / do not find this 
20 
desirable. They prefer to be in / charge of the automobile. (24) 
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BASIC TEELINE 
SUPPLEMENTARY EXERCISE 13 (Teeline) Time 


Transcribe the following passages: 


eeteseee Fo. Boos A OM TO an Go POA 
saeeeeesees Ane? Le et, FA BL te LAY. BP 
veveenees WH ioe lila aa 


ve T PO TMA BB. Nol ga Go Ad Tegel 


fee lode Ny FB Say Ne ty. et frye Bones 


sescte ee 
ee od. FOO) F 4 LS yp Eth Moo 
veveeeened a a eR ae LS a 
seseeee OG OQ gre a Fis Bo KOI. BEE LM co 


see lo PCr AR. fg 8 My AIS gl vv 


(b 
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SUPPLEMENTARY EXERCISES 


SUPPLEMENTARY EXERCISE 14 
Put the following passages into Teeline: 


A. Harvesting the produce is the part of gardening I like | best. Fresh-gathered 
vegetables, cooked and eaten as they are j “required, have a taste which cannot be 
equalled by any ] ‘bought ones. Even cabbage becomes delicious in these circumstances. 

Unfortunately, ] "before the harvest can be enjoyed, much hard work and 7, care- 
ful thought must be put in. Not everyone is prepared r to do this in order to eat like 
a king. / (70 words) 


B. Dear Friend, 
Once again we appeal for your continued support yin our fight against poverty. 
We enclose an illustrated brochure Pot the cards we are offering this Christmas. 
Last year / the sale of cards broke all previous records. Supplies are 7 immediately avail- 
able, and overprinting of your name and address can 7 be speedily carried out at a small 
extra charge as /'shown in the list. 


70 
Our Christmas seals will brighten your / letters and parcels while helping to swell 
our funds. 


80 
We / hope to receive an order from you, 
Yours sincerely, (89 words) 


C. We should like to draw your attention to the fact / that your subscription to our 
magazine is due to expire j next month. If you desire to continue as a reader, ‘please 
let us have your contribution before the end of | this month. If on the other hand, you wish 
to 7 cancel your order, please complete and return the attached slip Pas soon as possible. 
We hope we may continue to / rely on your support and that you will inform us} 


if you are not entirely satisfied with what we offer. ? (90 words) 


10 
D. For some time we have been considering a complete change / of policy in selling 
20 30 
our goods. We propose from next / month to advertise in a number of trade papers which / 


40 
we have not hitherto used for this purpose, and to / experiment with colour advertise- 
ments. 
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SUPPLEMENTARY EXERCISE 14 (contd.) 


In addition, we intend to distribute / posters advertising special offers to the local 
supermarkets. We shall / be pleased if there is any way in which you P feel we could further 
increase our output. We need to / treble our takings during the year and are therefore 
running fa competition for ideas. A competition form is enclosed with / ‘this letter. The 


110 
closing date for its receipt is Friday, / September 3rd. (112 words) 


GENERAL BUSINESS EXPRESSIONS 


dear sir mh. your letter wu... Uy. seseaseens with reference ........: ne 
dear madam ....... OR... herewith oa... A=... enquiry cone veeecees 
dear sits su... x essteneees quotation _........ ir Lo oeeee enclose(d) sssse a eseeceeen 
dear sir or madam mcm eee in your reply mn Ome 


Ihave yourletter(of) aaa. “ee inreply to yourletter = .... 4h, Levees 


we have your letter (of) can a by return post 2 ann, 4... 
we have received your letter (of) A AL, postalorder ny — 


we acknowledge receipt of money order OO. 
your letter (of) 


we thank you for you letter (of) 1.7 Y peveees urgently required by sentens 
with ref. to your letter (of) Soa in confirmation of telephone call aw esses: 
referring to your letter(of) =... 4: seseee your order ae 17 
Inpayment (of) ae 4 ceseeee thank youfor your order dst... Goes 
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SUPPLEMENTARY EXERCISES 


in payment of account _—_....... 7e eseees this account is now overdue py 
your account A deseeens prompt payment tp penseceees 
statement of account aan senses prompt attention ve es 
monthly account = = 3... ro ae yours faithfully Y a 
generalmanager = |... Davee yours truly ana 

managing director Meee VETy truly yours ——..... Wn kig 
salesmanager (i, Gr Sess yours sincerely nn Yh beeen 
works manager wa Dwefen,. company secretaty 2 2 22, F sess 
chairman and managing director Pests, yoursrespectfully on... Uf... 


SUPPLEMENTARY EXERCISE 15 


Write the following in Teeline: 


There are still traditional ways of beginning a business letter although many of the 
hackneyed phrases in daily use only a few years ago have now almost completely gone out 
of use. We still start a business-letter with dear-sir, dear-sirs, dear-madam, or gentlemen, 
followed by such phrases as in-reply-to-your-letter, we-have-your-letter, thank-you-for-your- 
letter, or with-reference-to-your-letter. At the end of the letter we still use yours-faithfully, 
yours-truly, very-truly-yours, and more rarely yours-obediently or yours-respectfully. 

The vocabulary of general business contains many references to enquiries, quotations 
and orders, often in such phrases as - in-reply-to-your-enquiry (of) 24th June, we-have- 
pleasure in giving below our quotation. .. . There are many letters about accounts, invoices 
and statements, containing such phrases as in-payment-of-account, statement-of-account, 
monthly-account. Orders too are often mentioned and we say - my-order, your-order, 
our-order and, of course, postal-order or money-order, sometimes asked for by-return-post. 

Letters are sometimes written in-confirmation-of-telephone-calls or messages, and the 
term urgently-required is often used when referring to delivery of goods. 
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SUPPLEMENTARY EXERCISE 16 


Write the following business letters in Teeline: 


10 
. Dear Madam, Thank you for your letter of 13th September / concerning 


20 
Glow-warm vests. We are, however, unable to be / of assistance in this matter, as 
30 
this product has been / withdrawn from sale and is not now manufactured. We 
40 
regret / that we are unable to help you further. 


Yours faithfully, (SO) 


. Dear Sirs, Thank you for your note of 9th September, ; advising us of the return 


of 84 pairs of rompers 7 which were delivered to you i in error. Credit has been? 

passed for the amount of postage, and a credit note / will reach you during the 
50 

next few days. We should / like to take this opportunity to thank you for return- 


60 
ing / the goods. 
Yours truly, (64) 


10 
. Dear Madam, Thank you for your recent letter concerning a / sleeping suit 


purchased as a gift for your son. Normally 7 we do not exchange garments, but 
in the circumstances, if ik you will return this ‘garment we will replace it with r: a 


larger size. There will, of course, be a slight 7 price adjustment, plus return postage, 


Yours faithfully, (57) 


10 
. Dear Sir, I have your letter of last Monday, and / note your remarks concerning 


20 
the non-collection of your refuse. / The matter has been taken up with the 


30 40 
department concerned / and J trust that you will have no further cause / for 
complaint. 
Yours faithfully, (44) 
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SUPPLEMENTARY EXERCISE 17 


Write the following letters in Teeline: 


10 
. Dear Sir/Madam, Your staff and students are invited to / attend an exhibition in 


the Drill Hall, High Street, demonstrating / the use of the most modern types of 

office equipment. 7 This is not a collection of competing brands of what Vis essentially 
the same machine but rather a glimpse of 7 the office of the future. If you are 
interested in 7 automatic mailing systems, microfilm filing, document reproduction, 
automatic dictating equipment, accounting machines, internal communication 
systems, office furniture, automatic typewriters, computers, Tetc., you will be 
interested in our exhibition. The use Pot closed circuit television as a teaching and 


training / aid will also be demonstrated. 


110 120 
The exhibition will be open from / 10 a.m. to 6.30 p.m., Monday to Friday, 4th / to 
19th November inclusive. 


130 
It is suggested that students be / allowed to visit the exhibition in class time, and 
140 
special / arrangements can be made for parties on request. 


Yours faithfully, (150) 


. W. A. Goodwell, Esq., Organising Secretary, Business Efficiency Exhibition. 


10 20 
Dear / Sir; Thank you for your letter of 24th October inviting / my staff and 
30 
students to the Business Efficiency Exhibition. This / should be very interesting 
0 
and instructive, and I will ask / class tutors to make arrangements with you by 


50 
telephone for / visits by small groups of students accompanied by teachers. 
Yours faithfully, (61) 


SUPPLEMENTARY WORD AND GROUP LIST 


ACCIDENT = X 


the accident __........ X ne bad accident snc sesaseas 
an accident seseseee Me ceeees fatal accident .... ae vesees 
this accident _........ WA sesso nasty accident __...... 4 esses 
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serious accident 


slight accident 


car accident 


motor accident 


domestic accident 


works accident 


similar accident 


engineering accident 


flying accident 


railway accident 


accidental 


accidental death 


accident black spot 


caused an accident 


caused the accident 


BASIC TEELINE 


eneees oX.... day of the accident 
sense Cr... time of the accident 
seve oe seseeeee scene of the accident 


— Lege... noise of the accident 


. ao ORT. cause of the accident 


vo Wh... since the accident 


ay 5 eves the accident happened 


beveees aan before the accident 


beseee AX... prior to the accident 


ran a following the accident 


peeeees G wuoe. aS a result of the accident 
veuseees :......... Witness(ed) the accident 
LBM ooo saw the accident 

bensees aa number of accidents 
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SUPPLEMENTARY EXERCISES 


after the accident __...... aa previousaccident  — fx esses 

after an accident > mama accident report form rete Gu... 

accident report m.4 seseceees accident prevention committee __...... 4 eeseseeeens 
I, 


SUPPLEMENTARY EXERCISE 18 


Write the following in Teeline, using the special word groupings indicated. 


Accident Reports 


The firm’s accident-prevention-committee are extremely concerned at the / in- 
creasing number-of-accidents in the Company’s factories. The committee / have, 
therefore, designed a new accident-report-form, and you 7 will be required to com- 
plete this accident-report-form as 7 soon as possible after-an-accident. 

The details required will be, the date of the accident, the time-of-the-accident, ? 
whether it was a serious-accident or a slight- / accident, and the cause-of-the- 
accident if known. Find 7 out if the man has suffered a similar-accident prior-  to- 
the-accident reported and if he has been involved / at any time in a railway-accident, 
a flying-accident / or even a domestic-accident. State where he was before / ‘the 
accident and what he did immediately-the-accident-happened, / and give details of 
the work the man was doing / ‘when- the-accident-happened. Interview all who were 
near the / scene- of-the-accident, but bear i in mind that the vi noise- -of-the-accident 
can confuse people who saw-the-accident. Say if you have taken any steps : since- 
the-accident ’ to adjust any machinery damaged as-a-result-of-the-accident. ] Tn 
the factory any works-accident i is likely to be / ‘a nasty-accident, but an engineering: 
accident can very easily / become a fatal-accident. Please help us to ensure that / we 
never have to record a verdict of accidental-death. (230) 
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administration 


administrative 


county council 


county districts 


non-county districts 


county borough council 


municipal(ity) 


municipal council 


urban district council 


tural district council 


parish council 


BASIC TEELINE 


Local Government List 


eB vesseeee 


MN.0r LE. 


evens force 


metropolitan boro’ council ....., scr 


corporation 


boundary commission 


housing committee 


housing department 


works and open spaces com. 


baths committee 


civil defence 


appeals committee 


welfare services com. 


consultative com. 


advisory com. 


town planning com. 


your committee 


this committee 


rating and valuation com. 


rateable value 


gross value 


housing scheme 


mayor 


deputy mayor 
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health department na. Ly seesanee mayoress OM... NB. mayors mm... 
health committee ty or di deputy mayoress a. 
ty 
finance committee vf — townclerkK nn fA sesees 
finance department ..... vs seeteees deputy town clerk oo ME se 
public health committee —_...... p secesens town clerk’s department _....., uy veeee 
by 
public health department __....... b eseeee borough surveyor mon desta 
works committee Stay Ae borough surveyor’sdept. _...! GO esses 
public workscom. |. | cceseteceeee clerk to the county council _..... Cp... 


SUPPLEMENTARY EXERCISE 19 


Write the following Local Government pieces in Teeline, using the special local govern- 
ment groupings and contractions: 
1. Every journalist should be familiar with local-government and the 7 various local- 
government-departments. He may need to report the ie meetings of a county-council, 
a county- -borough-council, a I metropolitan-borough-council, urban-district-council, 
rural-district-council or / ‘parish- -council. The reporter also needs to be familiar with , 
the various committees and departments, such as the housing-committee and the 
housing-department, the town-planning-committee, watch-committee /and baths- 
committee. Generally there is a public-health-committee, y and certainly sooner-or-later 
the reporter will need to 7 write about the finance-committee or finance-and-gener- 
al-purposes- / ‘committee. Then there is often a welfare-service with its / ‘welfare-service- 


120 
committee and it will often be necessary to / refer to the mayor or mayoress and to 


130 140 
various local- / government-officials such as the town-clerk, the clerk-to- / the-county- 
council, borough-surveyor, borough-treasurer, city-engineer, etc. (150) 
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2. Our-committee was divided in its opinions. The deputy-town-clerk / said that-the 
motion should not have been put to the  housing-committee and certainly should 
never have appeared in the minutes as a resolution of that-committee. He had no 
doubt / that after the next meeting of the town-planning-committee 7 the whole 
matter would be reviewed and the offending minute would be rescinded. He had 
discussed-the-matter with the 7 town-clerk and the clerk-to-the-county-council who ; 
agreed that the whole matter was no more than an error in procedure which 


100 
could and no doubt would / easily be rectified. (103) 


INSURANCE AND RELATED EXPRESSIONS 


insurance a Se Royal Exchange en 6 
. . . —— > 
accident insurance —~_...... % peseeaeeeees underwriters anu Ue, 
accident insurance company oR eseseseess renewal of policy silt... Le sess 
personal accident insurance _...., As eastasessee! life assurance ean gee senees 
bad debt insurance —Ss_—siwt...! Qa, sesseeee building society Ex sessases 

‘ 
insurance policy =. iz isteesees alloverthe world uaa Coreen 
British insurance companies aacrt besecenee invisible exports .... NK bene 

iJ 


fireinsurance an. Arn banker’sorder eases E— _ 
marine insurance aL beens claim for compensation _..... a seseeaeees 


motor vehicle insurance _"..... rer. distribution of surplus _....! aut . 


personal injury aa aa burglary insurance ODA. 


SUPPLEMENTARY EXERCISES 
formsofinsurance _........ AM... third party insurance “hy OF > 


house insurance f sevseeseenee contingency insurances “ sececteceoees 
carinsurance nn, CAb........ contract ofindemnity ..... Pg 


compulsory insurance __...... Srey sees legal liability G0 MG 
A 


personal negligence _—_—....... 1% sasessenss contributory negligence i... C_‘...... 
employers’ liability act a... ty esaes workmen’s compensation act s#Ga OF ta, 
court of appeal weeed Te seseees in the course of his employment oh Den 
temporary total disablement ....... “9 estene permanentinjury =  ...., Yr; 
wilful misconduct tl... aA seseeee permanent disablement _—_—_..... VR sesso 
bodily injury aces 6, sesnees partial disablement Vg sieeseenes 
totally incapacitated ng eseeeece form of proposal nn <p. ceeens 


SUPPLEMENTARY EXERCISE 20 
INSURANCE 
Put the following passage into Teeline: 


10 
Insurance forms an important part of a country’s invisible exports. / British 


Insurance companies, for instance, obtain three-quarters of their / business from 
foreign customers. The probable reason for their success overseas is that they are 
known and trusted all over 7 the world. Insurance is, after all, built on trust. In ? 
return for the money you pay to an insurance company 7 you receive only a promise 
to pay compensation in the 7 event of some disaster overtaking you. 
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Some forms of insurance are compulsory - for example, car insurance, and if 
you are 7 buying your home through a building society, house insurance. No-one, |. 
however, is compelled to insure his own life, though most / people do, largely for 
the benefit of their dependents. 

The / ‘first fire insurance company was formed after the Great Fire / of London, 
in the 17th Century. As there were no / local fire brigades in those days, the 
insurance companies had / to employ their own. 

Marine Insurance, for the protection of | ‘ships and cargoes, began earlier, and 


170 180 
in the reign of / Queen Elizabeth the First, the Royal Exchange, in London, was / 


the headquarters of the underwriters who handled this. 
200 


Nowadays, most. j ‘people think of Lloyd’s as the world centre for shipping / 
insurance, although its business is much broader in scope. It | is interesting to 
remember that this was originally a fashionable | coffee house in the time of 
Samuel Pepys. No-one visualised, | in those days, the National Insurance schemes 


240 
we have today. / (240 words) 


COMPANY MEETINGS AND REPORTS 


Frequently occurring phrases 


annual general meeting me veeseseees annual turnover “ 





annual review in the course of his speech Of 


atthemoment ii... ke seeeee in the meantime whe 


balance of payments __...... . peeeseree increased profit = = ©... rs sesetaeaeaes 
current year seen eves inmyreview wnt Non A. 
cut production tees a seseeneaes increased taxation 929 wer™ esen a 
competitive position = "" “1, meee margin of profit; }{14¢©2]2]22]("""™ om verrete 
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SUPPLEMENTARY EXERCISES 


chancellor of the exchequer _....... 4 seseaeens gross profit of the group ___...... $ veseenees 


debt of gratitude inns. oO? esse group trade teteeee p- sees 


due to O~ seeeeseaee great achievement Ie veces 


distribution methods —_—a_.. e, ee L i operations of the group ti... % eseesees 


distribution and sale OB lose overseas companies eEs_—siwztwt..... & seeeeeens 


extract from the statement 


d 
by the chairman it. > ee, G have overseas trade eee Spo 


end of the year veoeelly ceseeneaes board of directors Oreo. 
the following is an extract AP policy of your board sof fKeqyp 
future prospects _ aa veeeeee report and accounts —ewtitét...... An 


level of profits Oe sevens reduced profits ae sess 


mostimportant = —_.,,., Cif a corporation tax . Fe. veces 
general reserve account J Bev raw materials MO hyp: 


final dividend ets £3 vee interim dividend a ee 
subsidiary companies il... Gh seven capitalexpenditure ssa... a veseseee 
board of trade ass. e=.. 


(See specimen examination papers, pages 110-118.) 
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SUPPLEMENTARY EXERCISE 21 


The key to this exercise counted for dictation is on page 106. 
Read and copy: 


Nottingham Goose Fair 


cs a a a A 
es Vy Lon yO Se gp KEP VN Ene Lo 
a Yen Loh Lig emigre thn Foro ct MLM se 
nt, SY in 


— Gp. a 
ee LLG TA Le Ne fe Mp Lf Io 


ees 


eens BN EE ap Bo Mat dK my Po 


ven LDe: f- seeceealee oF ee eee at nl Ae 
_ BR ye Gale, 


ee Ve LQ LM lt Pr fpesgl isnnn 
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Rule Britannia 


sectneee 1 EO Bt Ea Pp det Mags My Mec 
oe. ee CaP SO) A OE A Re OV 


— er Aap Qe B.A. 5 OO Yor 


SUPPLEMENTARY EXERCISE 22 


Read and copy: The private Secretary (2) 
A, = ce 
seesesenens Lope Coa ke fyre Jv bean A GQ BAe B 


a CCl vw be Dor Safle PB. Ne. 9 Ye Mon 
Ba AMF Mc Nb SNe Ba GE al ce NA a 


aes fC Aens co Nap Ce es ghoGo  MMLE s 
sess b sda y Gea g 16" 
_ Se ae ee 


A 


- VE, Bo SLA Bb Mog LIL Bes 
ae 


a ck, deb OLED AB I EU} eA VGAE pT. 
son Met hen) fp Sp GN Lone ben Hen 
_ a) Ae 
coeceueeesee Lg pyre em Ep fC) Bk pe Bye To 
sense b MLB BIN LOL). Fur GoM rn Liver 
— d. Lh MLE ) oe LOM, MINS No 
cases SALI LB) NAB Ap OA 
beso Vf... a te lb OMS BA de 
sve a a a 


SUPPLEMENTARY EXERCISE 23 


Read and copy 
“Mr” or “Esquire” 
sent Us MB My rhe Bron AM Se Boor. a 
we a SY 
_ 9. Bl My Nn EAB ks Ms act ro 
_ ya Lo ” 

- a a eae 
a ae A 


. Pe Bm har LAU, Ey By? yf 
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on VK LAY A deny Tyree Ah. 
besseees dQ GF Jeg Dod eA GEM. Po Abo {RJM 


Sr ee a Oa ay an fons 
at SOY Oe a 


hE eee a ae sesevseeecaeeeeeceeseeeeseaes ; eecsacecenesseacesessesssceedeasensesseceesseseeseeeass 
“ Yo A. myers vee! 4 oy Bugg hen MAb fc 


wal ZOD L. Pb... ets SK Lah com wae 
SE al Maa) ott bg! _ s an on sees 
cae EG} rm pane per Fp ag 


oP fn cn Pp ssucsssuessusessusesaucssscarsessusestessuessasesasssiessessucssssesiusatesssvesssee, 
j ue » & » hy 


OSS Se 


BASIC TEELINE 
SUPPLEMENTARY EXERCISE 24 


Food 





ef ee Dat YEA sevseeesevsseessitisscessiseetisessanssiseeseatecessnieeecesees 
— AE bak) hr BGP. ree NB Th. sete Tl 


a By BoSv Z. Gp. Ley Bho a 
wtb tp CLG) co Ly fp ecb Mo 
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a ppg Oo B Boyd oy fos 


vl Bik hyp to Ney yop. laa aye Davsceveve 
te be (hp chit ok Contd ge Ch hyp 
ea seetnsteetntnitsienntninenestniieientneteeee 


SUPPLEMENTARY EXERCISE 25 
Holidays 


ny ip — 


seeetesecseen tg {try peg — EO). Mi aa ae seman 
seesees nen ee yee. Lo cvccsceeeee 


sae Dew fik re Tape Bl Q AB flow Tbe te bio 
sents LAA b. te. COO RMON Rn Ba 


7 Phan IEE aol Meme fed Spe 


yp Gt ha on fey sesssuseceesssssestestinnesseesisee 
seecanenseee WAN Tod ALG} pr eg Ore Fil. 
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a pla a A elf Me Oph Ee 
- 1 = AY oe a 
sense by ALS Gy fle eer Gin De Qed Bless 


seucsseteue ‘A beni dg Al Qype Nyy yhoo 
vlan Madey Ve Go Li PM ede dpry De Dy 
BS gy Gny lo fag CMB oral agp setennttnasteeetncecee 
tp AYN Tira tne Cr SOT tar 
Pedy yh Bocelli ME Eo efeg Glo fps Dy sree 
wee PP ky tice lM Peale a Aon AY kerf Mes 


a a 


Keys to exercises 


Longhand keys for Teeline exercises are counted and marked every ten words so that 


they may be used for timed dictation and repetition drills. 


Alternatively, the longhand key may be used as a longhand-into-Teeline exercise then 


checked from the Teeline in the exercise. 


* All longhand keys are marked in tens for dictation purposes. 


KEY TO EXERCISE 3C 


Key to Exercise 


VRWNS 


— 


We are very busy all day, for we have to / go to the office. (14) 
If we meet Dan today, we shall be happy to / take him with us to the garage.(17) 
We will fetch the car and then go on to / the coffee bar. (13) 
We have a new car. It is a yellow one. / Shall we go for a ride in it? (18) 
I know who has the new lipstick in stock. We / can go to the shop where it is 
sold while / we are out. (23) 
Allan is not well. He has had to stay in / bed all day. (13) 
Iam by myself today. Please call and have a / cup of tea with me. (iS) 
The red pills are in the yellow box. The blue / ones are in a parcel in my 

basket. (18) 
The letter is dated today. Do you know who wrote / it? (11) 
I have put some cake in the basket and made / a thermos of coffee, so we 

can stop for a / snack on the way. (24) 


KEY TO EXERCISE 3D 


Have a cup of this cocoa. It is excellent. Ann / made it. (12) 
Wipe the cups and plates for me. ] am very / busy today and could do 

with some help. (18) 
Shall we have some curry for dinner? I have already / cooked the rice, so 

it will not take much time / to finish it. (23) 
My coat has faded and as I paid a good / sum for it, I shall take it back to the / 
shop and see what they say. (26) 


They say that blue always fades at the seaside. I / shall have to have it dyed. (16) 
The milk is in the blue jug on the shelf. / Take it into the kitchen for me. (17) 
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For dinner we had roast duck and cabbage, with sago / for sweet and coffee, 


cheese and biscuits to finish / the meal. (22) 
I have a date at noon with the girl you / noticed in the shop. (14) 
He slipped at the quarry and hurt his neck. They / had to carry him home 

to bed. (17) 
Can you let me have a copy of the book / on Teeline? I wish to study the new 
system of / fast writing. (22) 


KEY TO EXERCISE 3G 


. The Chairman of the firm said he fully expected to / have some useful information 


to bring to the notice of / his board by the end of February. (27) 


. The judge quoted the case of a wife who had / been granted half the value of her 


husband’s estate following / an accident which she had survived, but which was 
due / to a careless error. (34) 


. We shall let you have the goods which you requested / by express delivery in 


the morning. (16) 


. He needs an x-ray as he has had a cough / for months. They do not seem to know 


what / is causing it and the medicine he has been taking / does not seem to be doing 
him any good. I / am sure he will end up in hospital. (48) 


10 


. You should now know your Teeline alphabet, and you will / be surprised how 


much you are able to write already. 71 f you had been studying any other system of 
shorthand / there would be very few things which you could write 7 by this time. 
Your vocabulary would be very limited and Pyou would have lists of special out- 
lines to memorize which ? you would find very tedious. So, make the most of ? 
your good luck and use what you know every time , you have a chance to put it 


into practice. This i way you will build up a speed right from the 7 first lesson. (102) 


KEY TO EXERCISE 4B 


We will have dinner at the Hilton Hotel. They keep / a very good cider 


there. The last time we were / there we had some excellent mutton. (26) 
I have written to my aunt in London to ask / if I can visit her this summer. 

She has a / house near Covent Garden Market. (25) 
Mr. Thornton is the founder of our club. He might / give us a lecture in 
February. It would be the / best time for a talk. (25) 
In most cases, children today are not brought up so / strictly as their 

parents were. (15) 
A large number of people gathered in the square to / demonstrate their 

loyalty to the President. (16) 
This cotton is not quite the right colour. Will it / matter? I have cut out 

the satin slip and want / to get on with it. The pattern is very easy. / (30) 
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The picture is not level. Can you straighten it for / me? I think it should be 


lower as well. / I should value your opinion on the matter. (28) 
You can learn better if you have a good memory, / but hard work will 
help you to master any skill. (20) 


A verdict of accidental death was recorded by the coroner / at the inquest. (13) 
The boy had concussion after his accident in the town / centre, and was 
in the hospital annexe for fourteen days. (20) 


KEY TO EXERCISE 4F 


I have signed the letter which we are sending to / Mr. Rudd. It might excite 


his interest if we were / also to include a picture of the yacht. (28) 
The metal parts of the motor scooter were tarnished, and / its paint was 
badly scratched, so Peter decided not to / buy it. (23) 


When we attended matins at Holy Trinity Church, the choir / sang the 

‘Te Deum’ in Latin, and then an extract / was read from the Book ‘Exodus’ 

by the rector. (29) 
He was annoyed when their quiet téte-a-téte was / rudely interrupted by the 
waiter bringing the bill, but refrained / from commenting upon the matter. 

The vintage wine was quite potent. The old workman was / completely 

knocked out by it that night and was still / feeling dreadful the following 


morning. (25) 
A routine enquiry by the contractor was made on behalf / of the company 
involved, but they refused to publish their / findings. (21) 
The new pavilion will be opened by a war veteran / during Tattoo week, 

and a speech will be made by / the squadron’s padre. (23) 


After the volcano erupted there was still more poverty in / the village. 

Volunteers brought food and medical supplies to help / combat the invading 
illnesses. (24) 
Wanton damage caused by vandals could be reduced in volume / if the 

general public were more active in spotting and / reporting offenders, 

instead of turning a blind eye. (28) 


KEY TO EXERCISE SD 


I understand the undergraduate’s accommodation is extremely uncomfortable 


and much / too expensive. (12) 
Being completely incompatible, they were constantly quarrelling. They must 
have / been a nuisance to their neighbours in the next flat. (20) 
There is an unconfirmed report that she is to be / understudy for the concert 
pianist. She often accompanies the contralto / we heard last week. (24) 
Some people live in a council house for reasons of / economy. Their income 

is not large enough for them to / consider buying a home of their own. (27) 
I feel the comment was not intended to be complimentary, / but I think 

we should consider the matter further before taking action. (22) 
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BASIC TEELINE 
If you intend to transfer these funds, please complete the / enclosed form 


and retain the counterfoil. (16) 
In contrast to her sister, she is most self-reliant. / It is hard to convince 
people that they are related. (20) 


KEY TO EXERCISE SE 


(Reading exercise) 


She is an accomplished writer, who has composed many / songs as well as 


producing books. (16) 
Nothing is more likely to cause irritation than constant banging / when a 

person is trying to rest. (17) 
Old people need to be protected from many things, and / need extra 
consideration even if they are irritating at times. / (20) 
I have lost my bangle. Have you seen it? No, / but there are two rings lying 

on the sideboard. (19) 
I am longing for a day in the country, but / I] have not been able to get 

away from the / business for several weeks. (24) 
We have no hesitation in strongly recommending this newspaper for / its 

general knowledge content. (14) 
In business and trade, capital plays an important part. In / addition, 

enterprise is necessary. (14) 
It is our concern that they should not be exposed / to further irritation in 
connection with this matter. (18) 
It seems a long time since we went off on / an expedition and got some 

fresh air into our lungs. (20) 
The bank’s recommendation will strengthen our chances of being given / 

the contract. (12) 


KEY TO EXERCISE 5F 


Your bank will advise you how to arrange payment for / this consignment. (12) 
I agree that she is more self-willed than her / brother, but she has a number 


of accomplishments which compel / my admiration. (22) 
In this uncommon situation we strongly advise the immediate payment / of 
the supplementary allowances. (14) 


I should like you to accompany me to the bank. / I need some information 
on the exchange position, before I / decide what to do regarding my 


investments. (27) 
The biologist, though capable, was temperamental, and was frequently in / 
trouble with his colleagues on this account. (17) 


His cheerfulness and the nobility of his character showed themselves / in 

his photograph, although it was not a specially good / likeness in other ways. (24) 
As we looked seaward, the hopelessness of our situation became / horribly 

clear to us. We tried to be sensible and / to remain calm. (23) 
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(1) 


(2) 


(3) 


(4) 


KEYS TO EXERCISES 


It was laughable to see the fatuousness of their expressions / as they 
queued for the pop star’s autograph. (18) 
After the controversial report was handed round for the committee / to see, 
the Chairman had to bang on the table / to restore order to the meeting. (26) 
Our programme of educational topics for the coming season covers / a wide 
range of subjects, from archaeology to zoology. (19) 
KEY TO EXERCISE 6A 
10 
enter, inter, etc. | hesitate to interfere with the arrangements but I must / point 
20 

out that to introduce a visitor such as Mr. / Brown at that stage of the entertain- 

30 40 
ment would not be / at all suitable. It would appear to me that it / would be far 

$0 
better to introduce him at a later / stage, for example, some time during the second 
60 70 

part of / the proceedings when people will be far more receptive to / a speech such 


as he will give. (77) 


An important element in our lives today is entertainment, whether I by means 
of the cinema, theatre or television. We live / today at a far greater pace than 
people used to )'do so we must interpose some form of relaxation into / our work. 
Without such an intermission we would not get 7 very far, but we must always take 


care that the / introduction of entertainment does not interfere with our work. 
(69) 


under It must be understood that in undertaking this mission, we / the undersigned, 
want nothing introducing into this appeal for charity, / which would suggest that 

we view a certain section of ‘the public as underdogs, who are to be treated as ? 
though they have no opinions of their own. This is P no underground movement, 

and we must make sure that is / thoroughly understood. It may have been so in the 
past, Pout we have all undergone a change since those days. , (80) 


10 
trans It transpired that the transaction was undertaken with the best / intentions, 


but during the transitory period it was decided to / transfer some of the cargo to 
another shipping line. When / this became known, the company would not entertain 
the idea j ‘any further, and the seal fell through. It was felt j ‘that to undertake such 
a transfer was contrary to the j ‘best interests of the transaction and would inter- 
fere with the j ‘plans which had been made. We now understand that the , trans- 
action may be considered again in a few months time ? and this view has been 


transmitted to those concerned. (99) 
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10 
(5) auto This new automobile has an automatic transmission system and the / whole 


(6) 


20 
arrangement is so elementary in concept that it can / be readily understood by the 
most simple person. In addition, ? the motor is so arranged that no problems of 
maintenance i are introduced, and we understand that it compares very favourably ; 


with more orthodox methods of transport. (56) 


Word endings 


(a) Whether we go eastward, westward, northward, or southward, we shall eventually 


come to the sea. 


(b) A record player used to be called a gramophone, before that it was called a phono- 


graph. 


(c) It is now very expensive to send a telegram. The telephone is quicker and cheaper. 
(d) The psychologist is a very sensible man who will help any person in trouble. He 


is writing for a new controversial magazine which will be published shortly. 


(e) The noise was so great it was impossible for them to hear themselves speak. 
(f) We should congratulate ourselves on reaching a satisfactory solution to the problem. 
(g) I am very partial to doing crossword puzzles, but some people are not able to find 


enjoyment in this way. 


KEY TO EXERCISE 6B 


10 
A spokesman for the Council said the matter was not / their concern, but they 


might consider it. Their income was ‘not as considerable as some people imagined. 
They tried to } make the best possible use of their resources, but they / ‘could not 
accomplish everything desired of them without time to / “study all aspects of the sit- 
uation. In the present state j ‘of the country’s economy, he doubted whether this 


70 
was the / right time to plan such intprovements as those suggested. (79) 


In reply to questions, the policeman said he had merely / asked the young man to 

accompany him to the police r station and to make a statement. The prisoner had 

then 1: attacked him. Counsel for the Defence tried to prove that 1 the blow had 

been struck in self-defence. Summing up, the 7: judge congratulated the policeman 

on his self-control in a trying / situation. They could not tolerate such attacks on 

the police, / who were acting in the interests of the general public.) (80) 
90 


KEYS TO EXERCISES 
3. The retiring President was presented with a gold watch at 7 the Annual General 
Meeting last night. Mr. Freeman, who made 7 the presentation on behalf of the 
members, said that Mr. / Green had been instrumental in bringing the Club into 
being 7 and they were sorry that for personal reasons connected with This health, 
it was now necessary for them to elect a new President. He had no doubt that from 
time / to time, they would see Mr. Green in a social capacity, yand he wished him 


a long and happy retirement. (89) 


4. From the fragmentary evidence before us we would say the / conclusions are not 
as obvious as the speaker would have 7 us believe. The whole thing is still at an 
experimental / stage and there are many supplementary questions which arise. There | 
is, for instance, the problem of manufacturing on a sufficiently / large scale to 


make the venture into an economical proposition. / (60) 


KEY TO EXERCISE 7A 


1. Thank you for your letter of the 5th, and for / your order for 2% tons of 


domestic fuel. (20) 
2. During the year, our output has exceeded five hundred thousand / tons, 
which is 3% times as much as / it was two years ago. (24) 


3. Shall we turn over to electricity this year, or would / you prefer to retain the 
coal fires? If the latter, we / shall need to order 1% tons of / coal while we can 


get it at the summer price. / (40) 
4. They guarantee to let us have two-thirds of our order / before the end of 

next week and the remainder by / the end of the month. (25) 
5. For seven months now the visible trade deficit has been / running at an 

annual rate of £850 million. / (20) 


6. By 1971 there will be an unemployment figure / of about one hundred- 

thousand out of a working population / of nearly seven hundred thousand. (25) 
7. The initial management charge on capital invested is only / 3% per cent, out 

of which 1% / per cent is paid out in commission on orders. (29) 
8. The Company’s funds already stand at over six million, one / hundred and 

thirty thousand pounds and the offer price of / the units has risen by 3571/5 

per cent. (30) 


KEY TO EXERCISE 8A 
pale pail Paul pal pool leek leak bet beet beat like lick cote cot coat mull mule 
bought boot cool coal peg pig wreck rock reek rick rack guest gust ghost 
Square squire this these those thus chose choose week weak wick Wyke lead led 
load volume velum swop swoop sweep peace piece poem deity via Iona Moira 
adapt adopt. (60) 
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KEY TO EXERCISE 9A 


British Rail and British Road Services have had to face / many a crisis. 
Credit sales in these days form a large part of / the retail trade. 

We often grumble, but rarely take steps to alter what / we grumble about. 
In reply to their enquiry, the secretary produced excellent references. 

If they do not comply with the regulations, we shall / be compelled to take 
legal action. 

The Archbishop promised to arrange for a member of the / monastic order 
to be interviewed for the television programme. 

Doris has made a satin dress. It is ever so / pretty, but her brother does not 
like it. 

They expect to visit Europe during this year. ] hope / they will have fine 
weather for their trip. 

An orange, eaten before breakfast, makes a better start to / the day than 

a cup of tea. 

The ground in this garden is barren. The soil is / too dry for most plants 

to grow well. However, we / have ample space in the greenhouse to supply 
most of / our needs. 

To make a quick after-dinner sweet, break some bread into / crumbs and 
fry until crisp. Put between layers of stewed / fruit and chill in the ’fridge. 
Serve with fresh cream. / 

Some people adopt a simple approach to things because they / find it gives 
them ample opportunity to ask supplementary questions. / 

We must do all we can to protect these people, / but it will be necessary to 
prod them into activity / for their own sake, otherwise their position will be 
very awkward. / 

In spite of the great rise in the cost of / our raw materials, we have been 
able to increase production / sufficiently to produce a profit over the year. 
Your studies will soon be complete and with sufficient practice / you will 
become an accomplished writer of Teeline. 


10 
Dear Sir, We thank you for your letter of the / 24th and, as requested, 
20 
enclose a copy of the catalogue / you need. We also enclose a receipt for 


the cheque / sent with your letter. 
Yours faithfully, 
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(13) 
(13) 
(13) 
(10) 
(16) 
(19) 
(18) 
(18) 


(17) 


(32) 


(30) 


(20) 


(30) 
(28) 


(18) 


(36) 


KEYS TO EXERCISES 


KEY TO EXERCISE 9B 


The speaker made a number of complimentary remarks about the / position which 
the firm had adopted in the matter. They 7 had approached the experiment with 
open minds, and had given / their research staff all the co-operation they required 
in the ? way of time, money and equipment. He thought this was 7 the right atti- 
tude for the leaders of industry to adopt / at the present time, and the results had 
fully justified / their far-sightedness. (72) 


Centuries ago, people used to keep a “commonplace book” into / which they copied 
extracts which appealed to them. It was 7 also the custom to keep diaries, and the 
writing of / ‘long letters in beautiful handwriting was considered to bea j ‘duty one had 
to one’s friends. Today, life is not 7 so simple as that, and we have no time for]. 
making extracts, keeping diaries or writing long letters. What do Powe do with our 


80 
time, which will be of interest / to future generations? (83) 


Gentlemen, 
In reply to your letter of yesterday, we regret Ito inform you that we cannot agree 
with you over 7 the question of payment for our last consignment of goods. , 

The quality of this delivery was well below that of / the sample from which we 
ordered, and we feel, in ? the circumstances, that you should either offer us the 
goods Tat a reduced cost, or replace them. 


710 
We await a / further communication from you on the matter. 
Yours truly, (79) 
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Dear Sirs, 
We are pleased to know that you were / "satisfied with the material we sent you last 
week, and / "thank you for your repeat order. Unfortunately, owing to delay ? in 
receiving our supplies of raw materials, we are at / “the moment entirely out of stock 
of this material and Tit will be at least two weeks before we can 7'meet your demands. 

However, we enclose samples and particulars of P material of a similar quality, 
which we have j in stock 7 in case you can make use of this immediately. 

Assuring r you of our prompt attention at all times. 

We are, | Yours faithfully, (102) 
KEY TO EXERCISE 9C 

Dear Sir, 


We are taking the liberty of sending you ; with this letter, a copy of our new cata- 
logue and j price-st. 

We are an old- -established firm who can ] "supply you with first-class stock at real- 
istic prices. In 7 addition, we offer discount for cash. 

If you are interested ri in dealing with us, we should be pleased to send y one of our 
representatives to call upon you. Just write Jor telephone us at the address given 
above. 80 

Yours faithfully, / (80) 
The Chairman in the course of his speech, said that / during the year under review, 
profits had risen by six / per cent. This was in spite of having borne the ‘cost of new 
plant and machinery in three factories and 7) losses sustained on account of the dock 
strike in the / early part of the year. 
On the foreign side, turnover 7 had increased considerably and there was every indi- 


70 80 
cation that it / would be even greater in volume in the coming year. / (80) 


We regret to state that our sales in the United /'States for the year ending December 
1967 were rather lower 7 than we expected, and as you will see in the / Directors’ 
Report it has been decided to declare a dividend j of only 3%. Furthermore, I am 
Instructed to / inform you that additional expenses are expected in the United 7 
Kingdom between now and next April, and your Board of / Directors appeal to you 


80 
to do everything possible to increase / output and cut production costs. (85) 
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Dear Sir, to 
In reply to your letter of last Wednesday, / we are sending you, under separate cover, 


20 30 
our latest catalogue / and price list. As you will see, we offer discount / for cash. 
40 


We hope to receive your order at your / earliest convenience and take this 


50 
opportunity of assuring you of / our best attention at all times. 
Yours truly, (58) 


KEY TO SUPPLEMENTARY EXERCISE 1 


add added Adam about abbey Bob baby bed beads 

barring bored bus busy cabs cuffs coughing 

cake case caused cats dab daubing did deeds deaf 

does date dog dove dart end ended 

eges face facing figs foggy fake phase fast facet good gales games gone 
gave garb 

guard girl his hair hurry hired hemmed hill holly hack in ink imp iil 
jade jugs 


. joke joking jam keg killing keel keen lice like looking log lambs leaning 


lined lanes mob made 

maids mug mare mean many knobs kneel names near nearly odd oats 
open piece 

paid pages pegged pin pairs parrot paired quit quote queer rib robbed 
Robert rabbit real 

rally rain rent rose rave write red sob sobs socks six safe seller seems 
soon soap stop 

stem stag stake stiff slipped slipper stove stow share spilled spanner scared 
tabs toad 

tidy dough tug tugged Teeline test vice vague veal vain vanes view 
velvet valid 

web wed wedding walking wall will woman when weep wipe weave 
woven excel excellent expose exam yolk yell yelled yams bat batted cost 


coated coded 
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13. cadet loaded fated faded quoted state exported expired host post posted 
teaser restive request 
14. requested case sag guest loss last sons sums busy babies daisy desired 
dispose mason boss bosses 
15. doses bast Feb. fable fellow for forget ferry few fix shelf muff puff 
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KEY TO SUPPLEMENTARY EXERCISE 4 
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KEY TO SUPPLEMENTARY EXERCISE 5 
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KEYS TO EXERCISES 
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KEY TO SUPPLEMENTARY EXERCISE 6 
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KEY TO SUPPLEMENTARY EXERCISE 7 
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KEY TO SUPPLEMENTARY EXERCISE 9 


tebe ZB. Ot Tm. ese GoonyilD yn 


a Se SO oe A A a 
veces en OP Brace Lome BL ORY A LW 


seeeeeses 6... A As OO A a 
cease PaO yeh My nla tbe es 


veseeeeee! 4 oh oeg fret Cu. Me Pann Be Bony A (6) 
a Serene CRN exh SEY >A © he C0 J ate eS 


— BA dey sD r Sul CLO K rete Sts 


se ha eset i YC i Sel $e LUA orgs 


ML Cr Bry.) _— Li.5.. IAS. set 


yx s) DL poh veces 


peg Kova} Alem, lows (10)... LN SD. Gore Be Nesceseeee 
se eM La MPM Pe yA flor Mee Ve LAR me BE ce 


— brn a Der Lorin ep ~ Sen 


101 


BASIC TEELINE 


(Derecce ne ee we Cae Cla dag Tel 
sass GM hom AOA wh. LOT. By yes 8 yA8.2). PA 
estate » copes aa ow ~E oa 
nD Aateer, enee ae ceno® . Ca se Ce (ha dy Se 
enunnnuh Qu. Ose. ott m \ an ar ae Oe 

ce PED. £29 00g a1 Ime apy & 

ene Grist, AA. a 7. ee a Me 


veeteceeees ie Tee Oe oN. 


(Darecccrtenee a Pee fey. fF. ty onal 
ee Lo. fooke hyp ED ore an NN Ses 


sees ae aaa eae aan 
seeccesanecceseseees a Me Lota Bim 3 pA 19) TD het 
senses Coy Ct Ae a et GOV cap 
son Goll QO... | ae Sa we. 


seecsustssases Si Ly Spee fay MOP. 6 Yop Be 


102 


KEYS TO EXERCISES 


ee De To MB OMI GD § Or fe 
ne CG So ee ee ae Oe a 


leveeeneeeees 6. 72... Gop Bolo Bf Grn 
see 1 Tey pirig Male Tech A adi podonrrin Ee 


cesses Tne Ng Bd NDB AM rp Do 


vo OJ ing May gt Loft Te Bey Toor Rg ye Cnt 


seesssssneee Go. ASonthende ha OE LI. Eh 6}. 


snes Qe fr bh Lib yf BN ID A fiw 


103 


BASIC TEELINE 


KEY TO SUPPLEMENTARY EXERCISE 13 


(a) Time is something about which everyone has thought at some / time, but we rarely 
think very deeply about its nature. 7 We speak of saving time, being short of 
time, making 7 time, wasting time, and killing time. There are even many 7 people 
to whom ‘Big Time’ and ‘Small Time’ mean something. , 
When we are not making progress, we say we are / marking time, and the elderly 
man or woman often says, /'In my time we made better use of our time ° when 


90 
we were not working, but in those days there / was not much time we could call 


our own.’ (99 words) 


(b) This is the time of the year when those of us who enjoy gardening anxiously 
watch the weather. The instructions jon the colourful packets which contain 
our seeds - and our “hopes - tell us to sow the seeds during March or / ‘April, 
‘when the ground is in proper condition’. 

Sometimes it / seems to me that every time I feel like sowing /-my seeds the 
ground is too wet or has not / that ‘fine tilth’ my gardening book demands. 
Day after wet for windy day goes by and suddenly, I realise that Pit is too 


late: 1 must go and buy plants /’as usual. (102 words) 


KEY TO SUPPLEMENTARY EXERCISE 14 
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KEY TO SUPPLEMENTARY READING EXERCISES 21 


A. Nottingham Goose Fair is said to be the oldest Fair fin the country. It takes 
place on the first Thursday, / Friday, and Saturday in October on an open 
space called The Forest’ not far from the city centre. At noon Ton Thursday, 
the Lord Mayor opens the Fair by ringing la bell. He is usually attended by 
other noted citizens 7 including the Sheriff of Nottingham. 

The local schoo! children are ? pranted a whole day’s holiday on the Friday. 
Why this 7 has come about no-one seems to know, as Saturday af ternoon is 
generally considered to be the children’s time. 

Traditional / sweetmeats at Fair time are brandy snaps and Grantham ginger- 
bread / which may be found on sale at most local shops / and which then seem 
to disappear until the following October.) 

No geese are sold nowadays, but the human variety flock / nightly to the 


Fairground ready and willing to be ‘plucked’. (150 words) 


B. In the traditional British song ‘Rule Britannia’ we hear the 7 words ‘Britons 

never shall be slaves’. Slaves of what? There / are other ways of being a slave than 
by being ruled ) by a member of a conquering race. For instance, my / neighbours 
are slaves to their motorcars. Every spare moment is j ‘spent in vehicle worship. 
They do not own their cars; / they are owned by them. 

Some people are slaves to / football, others to the smoking habit, some women 
are slaves ito their families or their homes. 

It is not necessarily Ta bad thing to be in bondage to something or / someone, 
but it is perhaps important for us to i think carefully before we allow ourselves to 


fall into slavery. (120 words) 
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KEY TO SUPPLEMENTARY EXERCISE 22 


The Private Secretary (2) 


The ideal private secretary, according to one businessman, “sounds as if she looks 
lovely’. This does not necessarily mean that ? she has a ‘golden voice’, but it does mean 
that ] "her voice is kept low but clear, that she is) courteous even if the caller i is not, 
patient even if] “the caller blusters. She i is serene and unruffled, but she 7 does not waste 
words or time. If the caller wishes vi to speak to the ‘boss’ and the , Doss’ is not VT avail- 
able, the private secretary will enquire tactfully whether she can ? be of assistance herself, 
whether she can ring back when I the boss is available, whether she can take a message. / ° 
If the caller is unknown to her she will ask / for and make a careful note of his or her] 
name and telephone number. In any case, before putting the / ‘call through to her 
principal she will tell him who / is ringing and ask him whether he can receive the / call. 

The good private secretary does not normally use the / ‘office telephone for private 
calls particularly during office hours. She / remembers that the firm buys her time 
during office hours. / Telephone calls, also, are not free, and form a kind / of expense 
which should not be taken for granted as /a ‘fringe benefit’. Incoming calls of course 
are not chargeable 7 to the firm, but the employee’s time certainly is, and | friends 


240 
should be discouraged from making personal calls during office / hours. (241) 


KEY TO SUPPLEMENTARY EXERCISE 23 
‘Mr’ or ‘Esquire’? 
10 
‘Can you tell me’ said Mary, my office junior, ‘when / I should use ‘‘Esq.” and 


when “Mr’’? Some people tell me always to use “Esq.” then somebody else tells me , 
to use that only for professional people, and sometimes I 7 don’t even know what sort 
of person I am sending / “the letter to. Does it really matter? It is so ; confusing.’ 

“Well Mary’ I said, ‘there is no need to ? be confused. All you have to remember is 
that it / doesn’t really matter at all which you use, but if / your boss prefers one or 
the other, then use that Jone? 

Like many expressions in common use, these two terms, Mr. / ‘and Esq., have their 
roots in history. The word ‘Mr’ 7 goes right back to the days of the craft guilds, / ‘when 
a would-be craftsman spent seven years as an apprentice, / after which he was a ‘journey- 
man’. Not until he / had produced work which satisfied the high standards of the | guild 
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was he permitted to use the proud title of / ‘Master’. Hence the word ‘masterpiece’, a 
piece of work worthy T of a Master. Nowadays the word is abbreviated to ‘Mr’ / and pro- 
nounced ‘mister’. 
200 210 

‘Esquire’ too in the middle-ages was a / title of dignity, but grew from a very different / 
source. In those far-off days the sons of a noble / family often served a kind of apprentice- 
ship to the profession / of arms with some knight or warrior. Until he was / knighted - 
usually after proving his valour in military action - he/ was a ‘squire’ or ‘esquire’. 

Today nothing remains of the | original meaning of ‘Mr’ or ‘Esq.’ except that they 
are 7 both titles of respect and courtesy. Either of them is? suitable in an address; but 


not both at once! (289) 


KEY TO SUPPLEMENTARY READING EXERCISE 24 


I have just eaten my Sunday dinner of roast beef / Yorkshire pudding and vegetables, 
followed, after a reasonable interval, by j ‘fresh fruit, cheese and coffee. Nothing 
remarkable about that, you ‘may say; but to me it is remarkable for two 7 reasons. 
Firstly, I have just recovered from one of those 7 strange illnesses which are always 
around these days, and which we are told are caused by a ‘virus’ or a Ppue’, and 
which, in this case took away my appetite 7 completely. For about ten days, I had 
absolutely no interest 7 in food. When I was foolish enough to eat in| order to gain 
sufficient nourishment to cope with the day’s / work, I suffered agonies of stomach 
pain for hours afterwards. 7° 

When this happens one becomes afraid to eat, because of / the possible consequences. 
However, quite suddenly yesterday, I felt hungry, / fate, and my gluttony had no painful 
repercussions - hence my | Sunday dinner. 

The second remarkable thing is that in the / ordinary way I would not thank you for a 
cooked / meal on Sunday, or any other day, much preferring a/ salad meal. I suppose 
Nature knows the answer to this./- 

It is surprising how food colours our lives. When we / ‘are well we either enjoy it or 
take it for | pranted. When we cannot eat we realise how meals break up 7 the day for us, 
giving us relaxation and pleasure / as well as sustenance. Without these breaks, the day 
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240 
stretches / emptily before us. Worse still, if one has to prepare i meals for the family, 


the interest in shopping for and 7] preparing a good meal departs and the jobs become 
270 280 
boring / and irritating chores. When I am not hungry myself I / cannot cook well, so 


290 
naturally, my husband is as pleased / as I am that my appetite has returned. (298 words) 


KEY TO SUPPLEMENTARY EXERCISE 25 


Immediately after Christmas, every newspaper and magazine will be trying | to tempt 
me to spend my summer holiday in a / variety of places. According to these advertise- 
ments, each place will be full of sunshine and enchantment. Why is it that TI never 
respond? I am reminded of an occasion many / years ago, when a party of us were 
travelling by 7 road and passed a garden full of dahlias in full / bloom. The beauty of 
their massed colour drew admiring comments / from us, all except one, who said ‘They’! 
be full Pot earwigs’. At the time, we deplored this cynical approach / to life, but J 
realise that this is my attitude / to holiday advertisements. 

One friend who recently spent a month / in a romantic island had to spend most of 
her / meagre travel allowance on drinking water. In order to enjoy / the sea and sand 
it was necessary to get up / and out at dawn. Later in the day, the sand / burned the 
feet and one had to stay indoors out / of the heat. 

Another who took a cruise, found it / impossible to sleep at night because of the noise 
of / generating machinery on the boat. Consequently, in two weeks she 7; returned, a 
nervous wreck! 


210 
When one is young, travel is / an adventure. The discomforts, the dangers, the incon- 


230 
veniences, are all vi part of the holiday - something to talk about when one / returns. 
I think I have reached the age where comfort 7 counts for more than adventure, and 
250 260 
when like Kipling’s cat, / ‘All places are alike to me!’ Maybe, if one did / not have to 


make up one’s mind at least six / months beforehand, I would decide on a fine sunny morn- 
ing | to try one of these wonderful holidays. But as it 7? is I expect in the end, J shall stay 
at ? home. There I am sure of peace, comfort, good food | and the opportunity to do as 
I like. I suppose, i that is really all one requires for a holiday and / it is certainly cheaper 
than going away. So 


However, 1 do 7 hope the advertisements continue. I get such pleasure from reading / 


them! (351 words) 
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Specimen examination papers 


(By kind permission of The East Midland Educational Union) 


40 words per minute: (5 minutes): 
Dear Sir or Madam, 


10 
It is with great pleasure that / we announce the opening of our new pets’ home. 
20 


It / has always been difficult to find a suitable place to ] "eave your cat or dog while 


you go away on / “holiday. It has often been necessary to send them many j ‘miles toa 
70 
strange town. Now that we have opened 7 our new home, all that is past. You can leave / 


your pet with us only an hour or so before , you leave on your holiday and you can 
90 


pick him / up again on your way home. 
100 
If your dog or / cat requires special food, we will make sure that he 1 gets it for all 


the time that you are away. ‘] If he becomes ill, he will receive the best care 7 it is 
140 
possible to obtain. You can go away in / the sure knowledge that your pet is in good 
160 


hands / and is enjoying his holiday as much as you are. / 
We feel sure that you will agree that our charges / are very moderate after you have 
read the enclosed price / list. 
If you require our services just phone us and / we will collect your pet immediately, 
We are, 


Yours faithfully, (200) 


50 words per minute: (5 minutes): 
Gentlemen, 

We were very Pleased to receive your instructions to i” advise your committee as to the 
best ways of heating 7° your village hall. We sent a team of our experts , to look over your 
hall and the following is a / "short summary of their report. 
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The present system of heating / is very old and must cost a great deal to / ron. It is 
recommended that the present system should be / replaced by a completely new one as 
this would prove , to be much cheaper in the long run and would 7 cost much less to 
operate. 

Electric heating is very easy / to install and has the advantage of being very clean. | 
Several different methods can be used. One system stores up v the heat during the 
night when the charge for electricity j is much less. Instant heat can be provided by 
fan / heaters, but they are a little noisy. The cost for | electricity would work out to 
about two shillings and sixpence / an hour. 

Gas is not available in your village, unless 7 was which is stored in a drum is used. 

Oil 7 heating i is very efficient but is rather costly to install. / A good deal of work 
would have to be done / in the hall if this system were used. It is | cheaper to run 
than electricity, costing about two shillings for / each hour, 

Please study the enclosed details carefully and let 7us know as-soon as possible when 


240 
your committee reach / a decision. The work will take four weeks. 
Yours faithfully, (250) 


60 words per minute: (5 minutes): 
Dear Madam, 

Thank you for your letter of last week a and for your request for details of our wools 
and j ‘knitted goods. We enclose a card giving full particulars and / “samples of the 
wools we supply. You will see that / we stock a full range of colours in all types / from 
two-ply to quick-knit. 

Since we sell direct 7 from our own mills, we are able to offer you P this wool at a 
price much less than you could Tuy it in the shops. On orders amounting to over ? 
thirty shillings we also allow a discount of one shilling / and sixpence in the pound. In 
addition, postage will be / paid by us on all orders. 


130 


The enclosed leaflet shows a selection of our twin sets and sweaters. These articles / 
140 
combine first-class design with one hundred per cent pure / soft wool. jrhey are ajoy to 
150 
wear, and as / you can see, the prices are most reasonable in relation ‘j ‘to the quality. 


i] 


BASIC TEELINE 

As you are a new customer, we / have pleasure in enclosing a voucher worth ten 
shillings to ) post with your order. This is not valid after the / thirty-first of August. It 
can be used only to / purchase the knitted goods. The leaflet, of course, cannot show | 
you the lovely shades, but we do have a catalogue / available in full colour, which may 
be obtained upon receipt / of the enclosed reply card, plus sixpence in stamps. 

A] new line which we have recently developed is a skirt- / making service, from 
materials woven at our mills. The catalogue / contains details of styles and shades, and 
instructions for taking / correct measurements. These are designed to wear with the 
twin 7 sets, 

We look forward to receiving an order from you / and can assure you of complete 


satisfaction. 
Yours very truly, (300) 


70 words per minute: (5 minutes): 
Dear Sir, 10 

We were pleased to receive your application for / membership of this club, and your 
fee for the current 7 year. A receipt is enclosed with your club card. Please / quote 
your membership number when ordering books. 

May we draw your attention to several additions to our book list? “How / to 
Camp in Comfort’ is a book which no camper / should be without. It is full of valuable 
hints on j all matters from choosing a suitable site to serving a / four-course meal 
with the minimum of equipment. There are plenty of drawings and pictures to make 
it easy to / understand the instructions given, and the book is small enough / to slip 
with ease into a handbag or pocket. No / matter whether you are new to the camping 
game or jan old hand, this book will have something useful to / offer. 

‘New Guide to the British Isles’ is a book / for the traveller, whether on foot or on 
wheels. Here are clear maps of all parts of the country with / more than one hundred 
town plans. Information is given on / where to go, how to get there and what to / see 
on your way. Simply looking at this book will | make you long to set off on a trek 


210 
or / a tour. 
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‘Free for All’ is another useful book for | holidays and weekends. It contains a list 
of all the / places which can be visited free of charge, with full / details of what may be 
seen at each and when | they are open. 


270 
All the above, or any books already 7 on our list may | be obtained by you to read / or 


examine for seven days before you decide to purchase. 7 Those you want for your own 
are sold to you 7 ‘at one-third less than the shop price. Do not / send any money with 
your order. 

If you return the | books j in good « condition within a week, there will be j no charge. 
If you wish to retain the book, an j invoice will be sent to you during the second week. 7, 


You must buy one book every two months. 
Yours truly, (350) 


8&0 words per minute: (Two passages of 4 minutes each): 


1. Everything is covered with snow, and it is still snowing. | There was snow yester- 
day, snow last night, and again snow ] this morning. I shovel away at the snow to 
clear r a path, while still it snows. There is something futile ; about moving snow; it 
is in great bulk, yet it Ti is light as nothing. It is like trying to throw I a feather. 

When it is snowing or raining, so that 7 the children cannot go out, then it isa 
custom that there shall be music in the drawing room, where ? they are not usually 
allowed to play, so the room / becomes an exciting thing, a special treat fora 
wet / day, or a snowy one. 

The snow gives me a/ holiday, too; and a holiday, when you grow older, consists / 
in allowing yourself to take a long time doing a/ thing which you usually do, if at 
all, in a/ hurry. 

But my holiday is brief, for with the snow f came the frost, and our talk is 
mostly about frozen y pipes. We must have water for ourselves and for the i animals, 
so the first job is to make a bonfire / round the pump in the yard to thaw that. 

Then | we remember the covered well, whose pump looks as if] it were one of 
the first products of the Iron / Age, like the first steam engine; its handle is old / and 
loose, but it works, like shaking a tired man / by the hand. 
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250 
The animals are attended to first, and / their drinking troughs are thawed out. 


260 27 
There is an old / copper boiler in the kitchen which must not be allowed /‘to go out, 


so fuel must be carried in. Cans / of hot water are rushed upstairs to release the 
frozen / taps in the bedroom and bathroom, while I warm the / waste pipes until 
the ice melts and the trapped water | ‘Tushes out and clears the icicles hanging from 
the spouts. (320) 


2. Ladies and Gentlemen, a year ago in my Statement I 7 expressed the view that 

unless we had a major national 7 upset, the coming year should be quite favourable 

for us. / "| am, therefore, very happy that this has proved to 7 be the case, and to 

report that we have achieved i an all-time record both 1 in Group turnover and in j ‘profits. 

The Group net profit, after taxation, is up by / one hundred and fifty-five thousand, 
four hundred and thirty- / seven pounds to four hundred and fifty-two thousand, three 7 
hundred and twenty-four pounds, and we have been able / to transfer the sum of 
two hundred thousand pounds to / the General Reserve Account. 

With regard to our overseas companies / the year has been somewhat mixed. The 
results from our / South African company were poor, and we have taken steps / which 
will, I hope, ensure a satisfactory profit in future. / In my last report J referred to the 
measures we J had taken to improve the position of our Belgian Company, / and Iam 
pleased to report that these were most ; effective and a reasonable profit was made for 
the year / under review. 

To predict the results of the year ahead Tis always difficult, but with the present 
uncertain economic situation, 7 both at home and abroad, it is almost impossible. 

Costs / in labour and raw materials continue to increase and these / will be absorbed 

as far as possible by improved methods / of manufacture and increased sales. I believe 
the stability of 7 your Company lies in the variety of our products as / well as in the 
range of industries they serve. / So far this year the demand is holding at a/ satisfactory 
level, and provided this continues I feel there should / be another successful year 

ahead with further improvement in our / trading position. 

Once again I wish to record my appreciation / to the Staff and Employees for their 
continued loyal services. (320) 
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90 words per minute: (Two passages of 4 minutes each): 


1. Probably no one man should have as many dogs in , his life as I have had, but 

there was more / “pleasure than trouble in them for me, except in the ? case of an 
Airedale, which we called Muggs. He gave r me more trouble than all the other fifty-five 
put 7 together. 

As a matter of fact, he was not really i my dog; I came home from a holiday one 
summer /to find that my brother Roy had bought him while TI was away. A big, 
burly dog, he always acted 7 as if he thought I was not one of the / family. There was 
a slight advantage in being one of / the family, for he did not bite the family, as | ‘often 
as he bit strangers. 

We used to take turns / at feeding him to be in his good books, but / that did not 
always work. In the years that we / had him he bit everybody but mother, and he 
snapped / at her once, but missed. One day, because the dog / refused to chase rats 
in the pantry, mother slapped him / and he snapped at her, but missed. He was 
SOrry '/ immediately, mother said. He was always sorry after he bit / ‘someone, she said, 
but we could not see how she / made this out; he did not seem sorry to us. i 

Mother used to send a box of candy every Christmas / to the people whom the 
dog bit. the list finally / contained forty or more names. Nobody could understand 
why we i did not get rid of the dog. I think that 7 one or two people tried to poison 
him, anda 7 retired army major fired at him once with his service 7 revolver, but 
Muggs lived to be almost eleven years old 7; and even when he could hardly get about 
he bit / a politician who had called to see my father on / business. My mother had 
never liked the politician - she said / he was not to be trusted - but she sent him / a 
box of candy that Christmas. He sent it right / back. Mother persuaded herself it was 


350 
all for the best, / although father lost an important business connection because of it. 
(360) 


90 words per minute: 


10 
2. The thirty-first annual general meeting of Payne and Sons / Limited was held yester- 
20 
day in Leicester, and the following is / an extract from the statement made by the 


Chairman. 
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The / turnover was the highest ever recorded in the history of / the company, 
but the pressure on margins made it difficult / to earn a reasonable profit. On the 
17th September last, iT referred to the increases in almost all items of Pour costs, 
which made it difficult to forecast the year’s / results, but as you will see from the 
accounts the * Figures for the complete year are better than would have / been 
forecast in September. 

As the final dividend now proposed / was declared prior to the 3rd May, it can 
be ‘j paid without having to account to the Revenue for the / tax deducted. This has 
been taken into account in recommending 7 ‘the payment of the same total dividend 
as was made / for the previous year. Looking further to the future, our | dividend 
policy will have to be governed not only by / ‘the amount of profit earned, but also 
by the effect | of Corporation Tax at the present rate of forty per / cent. 

Your directors have given a great deal of time | and thought to the development 
of existing products and to/ the search for new ones. This has, of course, involved i 
the company in heavy expenditure, but it is felt that / ‘the cost is justified by your 


240 
Board’s policy of expansion / beyond our more traditional lines. 


There does not seem to/ be any prospect of costs coming down since we now / have 
to face an increase in steel prices which will / bring in its train many other increases. 

The Company is / encouraged, however, by the fact that since the start of / the 
current year, the value of orders booked by all ie our subsidiary companies shows a 
substantial increase over the same ‘} period of the year under review. This is particularly 
welcome / ‘because it is only by greater volume and increased efficiency / that higher 
costs can be covered. If this trend continues / it is reasonable to expect that profits 


for the current / year will be as good as those for last year. (360) 


100 words per minute: (Two passages of 4 minutes each): 


1. We had two doctors in our village when I was fa child, and the one who attended 
us lived in 7 the house next door. He was a tall, rather quiet /'man, who had a passion 
for local history and plenty lof time to give to it. 

One of the front / rooms of his large white house was used as an 7 office, which was 


70 
cluttered up with stuffed birds, books and / papers. Here he received patients who were 
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able to consult 7 him at home, thus saving half-a-crown or more, 7 since his personal 
visits cost from five to ten shillings / each, depending on the distance. 

When the decision to call / the doctor had been made and the time of his j ‘arrival 
drew near, a solemn silence fell upon our household. ‘j Those of us, who were well, 
watched from the dining- 7 room window. The patient, if it was summer, was lying 1 in 
the four-poster bed in the spare room upstairs; / if it was winter, he or she was in 
our / small downstairs bedroom or on a cot in the living / room. In either case the bed 
was spotless with fresh vTinen, and my mother was spotless also in a starched / white 
apron. No one spoke. The slow, heavy ticking of | the clock was the only sound. All 
eyes were on a the doctor’s house, awaiting the moment when he would leave / it with 
my father, who had gone to fetch him vf and enter ours. 

When the doctor preceded my father through ‘j ‘the hall into the dining room, he 
paid no attention ] ‘to us children, though our eyes were fixed upon him. 7 What went 
on by the bedside we never knew, nor i do I think we were really interested. It was 

290 


the / unusual presence of the doctor in our house which made i us dumb. 
310 


We remained very subdued 1 in voice and manner / for quite some time after the 
doctor had gone through i our gate and on towards his own house. We could } not 
easily resume our usual habits and we were not in too interested, I fear, in the fate of 
the patient. | I remember that J secretly hoped to be sent upon / some errand to the 
village so that I could answer / seriously all the many questions which I knew I 
should Tbe asked, repeating my mother’s remark to us that ‘all | was as well as it 


could be under the circumstances’. (400) 


100 words per minute: 


2. In the course of his speech, the Chairman said: 

Towards ; the end of the year under review we completed plans 7 for the reorganisation 
of one of our cotton spinning mills, / “and placed contracts for the installation of the most 
modern 7 machinery. When the new Plant i is complete and running on /. a three-shift basis, 
our productive efficiency will be so ; improved that we shall be able to ‘maintain our 
present y output from fewer machines and a reduced labour force. We /. hope that the 
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scheme will be completed in about twelve 7 months’ time, and the increased profit 
should be reflected in ) the results for the year ending 30th June, nineteen hundred / ‘and 
sixty-eight. 

During the year under review we have / ‘purchased additional plant for the manu- 
facture of Tyre Cord. This / will increase our productive capacity and so enable us 
to / meet immediate demands, but will still fall far short of / what I anticipate will be 
required from us in the Y near future. In order to meet this further demand we / have 
recently completed plans for the expansion of this section. 7 I am pleased to be able 
to tell you that i the Board of Trade have expressed their approval of the j ‘scheme and 
have issued the necessary Industrial Development certificate. 

In / ‘addition to all this, we are trying to bring our i Canvas Section up | to date. The 
looms we have in 7 mind run at much higher speeds than those at present ve in use and 
consequently the output per unit will be/ greatly increased. I hope we shall be able to 
complete / these plans during the current year. 

The foregoing plans, which / involve the purchase of new machinery and the con- 
struction of 7 new buildings, will require a capital expenditure of over one / million 


pounds. This figure is in itself a clear indication ; of our confidence in the future. 
310 
The many improvements which / J have outlined in this statement should enable us 


to 7 cope with the increased pressure on margins which the industry / has experienced 
during recent years. The results of this development / programme will be progressive 
and some benefit should be apparent / in the figures for the current year; nevertheless, 
it will / probably be a further two years before all sections are / completed. While 
emphasis may change, and we must be prepared | as always to change with it, Iam 


390 
convinced that / the demand for our specialised products will continue to expand. (400) 
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